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Do you work in an office ? 


GOOD metal business 
furniture is a 
CO00D investment 
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an office, think about the follow- 
ing statements and questions. 


I’ YOU WORK in an office or operate 


Is the chair you sit in comfortable? 
Is it adjustable to fit you? Is it the 
right design for the work you do? 


Is the desk you use too small or too 
large? Is it organized for your par- 
ticular work? Is it reasonably good 
looking? Do the movable parts func- 
tion easily? 


Is the filing equipment you use 
mechanized or is it the same old- 
fashioned equipment that was mod- 
ern in 19207 

Are the employees in your office hap- 
py about the office furniture they use? 
Is there much absenteeism in your 
office? 


Does your office get the “cream of the 
crop” of new employees, or do the 
good ones prefer to work elsewhere? 


How do your office surroundings 
compare to your home—in furnish- 
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ings, lighting, floor coverings, decor- 
ative surroundings? 


(re you proud to show customers, 
clients, or other outsiders through 
your offices, or are you a little bit 
ashamed of how they are furnished ? 


One-third of the people gainfully 
employed work in offices. 


As a national average, one-third of 
the expense of doing business is the 
cost of operating offices—salaries, 
floor space and general overhead. 


Every office employee costs a min- 
imum of $30,000 in any 10 year 
period. This is fixed expense. 


If you want to reduce office costs, 
improve employee morale and in- 
crease customer prestige, a small 
investment in modern metal GF 
business furniture will quickly pay 
for itself and pay big dividends for 
years to come. 


Call your nearest GF distributor or 
write The General Fireproofing Com- 
pany, Dept.\[-18, Youngstown, Ohio. 
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GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 
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Herman has a closed mind 


Every time somebody comes up with a fresh 
new idea, Herman says, “What's the matte 
with what we got—it WORKS!" It’s hard to 
blame Herman. He is a busy man and he 
doesn’t want any “complications.” Innovations, 
even when they save money, take time. 

Poday, Herman is an expensive kind of 
executive to have around. Methods and_pro- 
cedures, in well run firms, are going through 
a “Taxation Revolution.” As never before, a 
dollar saved is a dollar earned. 

That’s why—since time is a great need these 
days—we have tried to make it as easy as pos 
sible for Management Men like yourself to act 
when they pick up fresh new ideas in Manage- 
ment Metruops. May we suggest one of these 
two courses of action: 

1. Use the handy Reader Service Card (post 
age paid), bound into every issue of Manage 


ment Meruops, for more information. 


2. Phone your local specialist’ in business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
Mrrnops’ ideas into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—if you dowt want 


to forget—here’s help! 





WANT TO ORDER 


MANAGEMENT METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 











methods 








Management 


mieitihnioidis 


JUNE 1953 ° VOL. 4 NO. 


Contents 


























2 


Diagnostics 4 
Tax Courts condone this incentive plan 6 
nA TAs, 8 
ls your company's retirement p!an up-to-date? 9 
Associations for management: a survey 13 
Unusual check provides complete accounting control 17 
Thought starters 18 
Use aptitude tests for selecting industrial personnel 25 STYLED BY CARL OTTO 


Mail addressing with punched card accounting machines 28 





Eliminating some small order costs 33 
Thinking of bringing out a new product? 34 
How to handle traffic in the two-floor office 35 
Don't drop ‘coffee breaks” 38 


Decorative artificial! plants add beauty to environment 38 


Clippings 39 





Cover Photo: Rayonier Incorporated 


~~ NEWPV.P? MARES GOOD! 


hintn 4 Ha Edison's (new fashioned individual dictating instrument 


GENERAL MANAGER scores instantly on looks, size, ease of use and carrying 
William S. Kline 


BUSINESS MANAGER 
Walter J. Howe 


ADVERTISING MANAGER ASS'T. MANAGING EDITOR 


Charles L. Dermott Leonard U. Wilson “ 

iN f WEERIN VA 
FEATURES EDITOR ART DIRECTOR ’ 
Ira J. Bilowit Laurence Lustig Technical Excetience in the 
READER SERVICE STAFF ARTIST Design and Manufacture of Dictating Instruments 
Eleanore R. Futas Edward Malsberg 





CONTRIBUTING EDITORS Thomas A. Edison, incorporated 


Leslie M. Slote, Ketay Manufacturing Co., New York, N. Y. 





Slim but sturdy, tiny but tough, Tuck it under your arm or into U.P. Edison Voicewriter 
Hubert A. Gerstman, C.L.U., Northwestern Mutual Life Ins. the V.P. is EDISON-designed for a briefcase. No carrying cases to 
Co., Buffalo, N. Y. daily desk use. Ingenious fea- lug. Cross-town or cross-coun- 
i. S. Kogan, Treasurer, N. Y. Chapter American Institute of tures : automatic disc position- try, take your V.F, sing. See Yr ia 
Industrial Engineers ing, push-button indexing, scan- est, lightest, easiest to carry, it 
ning, playback and—dual use fo1 records as you go. | ke a high- 
ADVERTISING OFFICES transcribing as Well as dictating! speed, precision camera! “a 
New York 17—I4i East 44th Street, MU 7-0583; Chicago 11— Peres ee pRESS' Awe 
William S. Hutchings, 612 North Michigan Avenue, MOhawk 4-0709: ee 6 
Les Angeles 5—Robert W. Walker Co., 2330 West Third Street P aid 


Dunkirk 7-4388; San Francisco 4—Robert W. Walker Co., 57 Post 


bos 
Street, Sutter |-5568. DI S 0 N VO | 
A publication of 


MANAGEMENT MAGAZINES, INC. 
PRESIDENT AND TREASURER, William S. Kline; VICE PRESIDENT 





DEWRITER 








, 
ae SECRETARY, Jerome W. Harris; VICE PRESIDENT, A. J The superb EDISON Diamond Disc captures the full tonal eee ee ee 
mow ene range of EDISON High Definition Recording. It is standard 4 TAKE 11 MINUTES EDISON, 69 Lakeside Avenue, West Orange, N. J. 
CCA and interchangeable—on all EDISON disc equipment. Thus. . TO SEE IT IN ACTION! 0.K. Show me the V. P.—in eleven minutes! 
a the V.P. integrates perfectly with EDISON TELEVOICE, the \ : bh 
Member of Controlled Circulation Audit, Inc new-fashioned phone system of dictation. ‘ “ ell demonstrate the uy, 
‘ 4 : . V. P. to you—in only 11 
SUBSCRIPTIONS: In United States and Possessions, one year $5.00. : minutes. No obligation. = yy714 COMPANY 
Canada one year $6.00. Single copies $.50. . Fill in coupon or clip to 
PUBLISHED monthly by Manegoment Magazines, Inc., [41 East 44th i : your letter head —OF ADDRESS 
Street, New York 17, N. Y., MU 7-0583. Copyright, 1953 by Manage- QO Edinon.. , Phone your local Thomas 
ment Magazines, Inc. Accepted for mailing under Section 34-64 . A. Edison representative. CITY ZONE STATE 
P.L.&R. at United States Post Office, East Stroudsburg, Pa. INCORPORATED N } j j 





(Circle 206 for more information) 


june 1953 3 








FOUR WAYS IMPROVED | 


The new “Scotch” Brand 
Deluxe Desk Dispenser 








NEW full-length ‘“‘sure-grip’’ rubber 
base won’t slip on smoothest surfaces! 


NEW slide-in cutter knife stays sharp 
longer, can be replaced in 5 seconds! 








NEW elevated cutting edge, improved 


NEW rounded modern styling features 
design provide extra finger space! 


chip-proof finish in lustrous gray! 


EXTRA! Your supplier now has New 
Formula “Scotch”? Cellophane Tape. 


Sticks 6 times tighter than ever before! 


REG. U.S. PAT. OFF 





Order Your New Deluxe Desk 
Dispensers and Economical 
1296-inch Rolls of New 
Formula ‘‘Scotch’’ Cellophane 
Tape . . . Do It Today! 





BRAND 











Cellophane Tape 


The term ‘“‘Scotch”’ and the plaid design are registered trademarks for the more than 200 

ae hy pressure-sensitive adhesive tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. 
Paul 6, Minn.—also makers of ‘‘Scotch’’ Sound Recording Tape, ‘‘Underseal’’ Rubberized 
Coating, ‘“‘Scotchlite” Reflective Sheeting, ‘‘Safety-Walk’’ Non-slip Surfacing, ‘‘3M’”’ 
Abrasives, ‘‘3M’’ Adhesives. General Export: 122 E. 42nd St., New York 17, N. Y. In 
Canada: London, Ont., Can. 
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During periods of heavy delivery 
of parts and materials, the Incoming 


Inspection department is so over- 
loaded that Accounts Payable loses 
substantial discounts through late 
payment of vendors’ invoices. 


Investigation showed that the design 
of forms and flow of the paper-work 
system were adequate, and that the 
Accounting Department received _ its 
routed copies of the combined receiv- 
ing and incoming inspection report. 
The receiving report copy posts Ac- 
counting on the backlog of materials 
received and not yet inspected, while 
the inspection report copy shows the 
count of accepted material approved 
for payment. Peak-load jams naturally 
delayed the flow of inspection report 
copies to Accounting. 

Realizing this, invoices were placed 
in a tickler file, enabling them to be 
selected by the due date. If materials 
were received and the quantity could 
not be verified and inspected in time, 
payment was made to known vendors 
with provision for adjustment by 
stamping the voucher “Conditional 
Payment Prior to Inspection and/or 
Count.” A procedure was established 
to insure follow-up and receipt of the 
delayed paperwork so that all necessary 
claims could be made. In the case of 
“unknown” vendors where inspection 
prior to payment was desired, coordina- 
tion between Accounting and Incom- 
ing Inspection enabled certain larger 
shipments to be inspected in preference 
to others, so that larger discounts could 
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ufacturing Corp., handles this feature every month. The autho 
functions at staff and operating levels on matters of administration, 


relations and management control. 


be taken, allowing only smaller ones to 
be lost. 

Further investigation showed that 
in some cases where materials were 
received, inspected, and partially or 
completely rejected, the receiving and 
inspection report was held up pend 
ing disposition of the rejected mate 
rials. This situation was cleared up 
by appointing a qualified materials re 
view analyst, who expedited the move- 
ment of rejected materials and related 
paperwork, by making daily decisions 
regarding rework, scrap, or salvage of 
this rejected material. 

Further operational studies are now 
under way to speed up incoming in- 
spection through the introduction of 
Statistical quality control sampling 
plans, and through the use of improved 
tooling and gaging equipment. 


In the near future, we plan to 
open a branch factory in an area 
characterized by a highly competi- 
tive labor market, and are wonder- 
ing if you could suggest a practical 
approach to tackle the tough recruit- 
ing problems. 


I faced a similar problem just a year 
ago, when we established an additional 
manufacturing facility in one of the 
outlying Los Angeles industrial areas. 
The staffing prospect was anything but 
bright—it meant bidding for help in a 
scarce labor market against keen com- 
petition. A fresh approach to this 
problem, however, yielded a practical 
solution that worked to everyone’s com- 
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plete satisfaction. 

An analysis of our specific job  re- 
quirements compared to the general 
area requirements showed the latter to 
be too restrictive 





uncritical compli- 
ance would merely have narrowed our 
ficld of selection unnecessarily. This 
analysis explored the various broad 
combinations of manual and mental 
skills, initiative, judgment, physical 
effort, and other characteristics — re- 
quired for each job. These combina- 
tions of factors determined the de- 
sired worker characteristics needed to 
fill that job. 

Comparisons were made with othe1 
industries in the area, and advantages 
we could offer prospective employees 
were played up in ads and interviews. 
\ge limits were extended to include 
an untapped, but stable and _ reliable 
source of help: the older housewives 
who wanted to work but had no ex- 
perience. They were selected by means 
of personnel tests, which uncovered 
aptitudes and skills that would lend 
themselves to our training needs. (An 
arrangement with a local physician 
also enabled all applicants to have a 
pre-placement medical examination.) 
These women were placed on light as- 
sembly jobs, and other light, hand- 
labor operations requiring patience 
and manual dexterity. It is of inter- 
est to note that several women upon 
their own request were transferred to 
the machine shop for training in en- 
gine lathe operation. Emphasis was 
placed on the minimum physical de- 
mands required and the good working 
conditions that would prevail—for ex- 
ample, the clean, sedentary character 
of most operations meant such advan- 
tages important in the area, as no slacks 
and no climbing over air frames with 
riveting guns. 

Men were also selected and placed 
through carefully administered tests. 
They were offered ground floor entree 
into a new operation, with training 
facilities and imminent plant expan- 
sion affording opportunities to quali- 
fied workers for greater earnings, 
higher classifications, and better jobs. 

Naturally, some of the circumstances 
mentioned above may not apply to 
your particular problem, but the con- 
cept of this type of approach can sug 
gest a solution. m/m 
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Another original concept of beauty and functional efficiency 


The NF ty ev rory. Line 


The New Century desk is more than “just 
a desk.” It’s truly a tool of modern busi- 
ness — one that raises workers’ efficiency 
and lowers the cost of their output by 
speeding work, eliminating waste mo- 
tions and reducing fatigue. 


Art Metal engineers, originators of 
metal office equipment and the first island 
base desk design, discarded past design 
concepts, old traditions. The result is a 
desk that’s new in beauty, new in func- 
tional efficiency and new in comfort. 


_See for yourself the complete line of 
New Century desks in all sizes and mod- 
els. Visit your nearest Art Metal sales 
room today or write for the free descrip- 
tive brochure “Art Metal New Century 
Desks.” Art Metal Construction Com- 
pany, Jamestown, N. Y. 


(Circle 201 for more 
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65 YEARS 
of ORIGINATION and LEADERSHIP 
in METAL OFFICE EQUIPMENT 





Here’s how a Thomas Collator 
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eliminates this ¥aé¢ 









3. out come the 
collated pages... 


2. As her foot 
releases pedal... 


1. She quickly 
loads the Thomas. 


oe 





6. and releases 
it as she stacks* 


5. She depresses 
the pedal... 


4. always under 
her inspection! 


*Elapsed collating time . . . 5 seconds per set! 
FIGURE IT OUT! 


She does the work of five girls—faster, more accurately, and 
without confusion—as she gathers 2 to 16 sheets into sets in one 
quick operation. She saves you from the chore of chasing around 
from department to department, to scare up more help. And she 
beats those last-minute deadlines with time to spare! What’s 
more, with the adjustable trays, she can handle almost any job 
from 3” x 8” to 19” x 24”—whether it be price list, sales bulletin. 
house organ, directive, or any one of 101 different jobs. 


If you're interested in more info on how to save time, build up 
efficiency by as much as 500°), and get out rush jobs without 
rushing, write us for free fact-filled illustrated folder and 
collating analysis sheet. 






—--—--—-----74------r TT 


Thomas Collators, Inc., Dept. D _.. 
30 Church St., New York 7,N.Y. 2 


Please send me folder 104 and collating analysis 


wae ges i sheet. 
Thomas 
a of lo tors 


135 Sales and Service Offices! 


from Coast to Coast 


Address.... 
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Tax Courts condone this incentive plan 


THE AUTHOR: N. R. Caine, who 


Vanagement MErtrHops, is also the 


handles this “Tay Tips” column in 


editor of a widely syndicated column 


| 
“Tax Pointers” which runs in newspapers throughout the United States. 


He is the author of several books on income tax and war contracts and 


holds a C.P.A,. certificate in New York, New Jersey, Pennsylvania and Cali 


fornia. A member of the American Institute of Accountants. Mr. Caine is 


Many business enterprises owe thei 
continued success and vitalitv. to. the 
work and ability of one or more key 
employees. If this condition EXIsts, it 
may make the problem of binding 
these key-emplovees to the business 
family the most important question in 
the directors’ and stockholders’ agen 
das. Lhe problem cannot always be 
solved bv the obvious expedient ol 
raising salaries—the income tax “‘bite”’ 
on the increases may prove unpalatable 
to the rec Ipient. 

Neither is it possible to achieve the 
desired objective of key emplovee sta 
bility through the media of bargain 
sales or rentals, bonuses or gifts, and 
other forms of compensation. How 
ever, and in whatever form, the em 
plover may attempt to cast his compen 
satory payments to his employee, the 
crucial test in each instance is whether 
the employer intended to compensate 
his employee for his services, and 
whether the payment was, in fact, 
based upon the employer-emplovee re- 
lationship. Under such circumstances, 
the employee must report the payment 
as taxable income. 

One of the outstanding exceptions 
to this general rule is the employee 
stock-purchase arrangement. Under 
certain conditions this arrangement 
may be shaped to provide future secu 
ity to the employee at no present in- 
come tax cost to him. The shaping 
process may follow either of two forms, 
one of which has been established by 
judicial decree, the other by legislative 
fiat. 

The following factual situations il- 
lustrate the judicial approach to the 
problem: 

(1) A corporation granted a valu- 


a senior partner in the public accounting 


five bear nis name. 


able key-executive an option to” pur- 
chase certain of its stock. The option 
was granted to bind him permanently 
to its interests. 

(2) A corporation which has_ suf- 
fered losses in all but two of its 16-vear 
life hired an executive to take over its 
reorganization and direction. Under 
that direction it was converted into a 
highly profitable enterprise. Early in 
this transformative process, stock was 
made available to this executive and 
the other executive talent through 
stock purchase options. Again the op 
tion was granted to insure a perma 
nence of association between the cor 
poration and its officers. 

(3) A publishing corporation which 
was losing junior executives to its com 
petitors decided as part of a recapital 
ization plan to set aside certain shares 
of its Common stock for future sales to 
employees and officers. “The purpose 
of this provision was to retain the ser 
ices of promising junior EXECULIVES, 

In all these cases, the courts stressed 
the following decisive factors: 

(1) each of these plans had one 
common objective, not to compensate 
the employee tor services rendered on 
to be rendered, but to create a perma 
nence of association by providing an 
opportunity and incentive for specified 
employees to become part owners of 
the business; and 

(2) the options were exercised by 
employees of the corporations in order 
to acquire a proprietary and personal 
interest in their employer's business. 

In each of these cases, the courts 
refused to sanction the taxing author 
ities attempts to tax the appreciation 
in value of the stock between the time 
of the granting of the option and its 


methods 





exercise by the employce. 

In the Revenue Act of 1950, Con- 
gress sought to further such option 
purchases by creating a special class of 
stock options, the “restricted stock op- 
tion.” Ifa given stock option purchase 
plan is to qualify as a “restricted stock 
option,” it must conform to these pre- 
cisely defined requirements which are 
prescribed by the Internal Revenue 
Code: 

(1) the option must have been 
granted by the emplover- corporation 
after February, 1945; 

(2) to an individual during the 
period of his employment with the cor 
poration or either its parent or sub 
sidiary; 

(3) to enable the employee to pur- 
chase the stock of the corporation o1 
either of its parent or subsidiary; 

(4) at a price which must not be 
less than 85% of the fair market value 
of such stock on the date the option is 
granted; 

(5) the option is solely the personal 
privilege of the employee which he may 
exercise only during his lifetime; 

(6) the employee cannot dispose of 
his option in any wav except by will 
or by operation of the laws of in 


testacy: 


(7) the employee must not at the 
time he exercises his option own more 
than 10°. of the combined voting stock 
of all classes of his employer's stock 
(including its parent or subsidiary). 

If these conditions are complied with 
by the employee, then he shall not be 
deemed to have realized any taxable 
compensation if and when he should 
exercise the option. Provided that he 
fulfills certain other conditions, the 
employee will have the additional 
benefit of special tax treatment upon 
a subsequent resale of the optioned 
stock. 


In all current plans for employee 
stock options, it would be advisable to 
adhere to the very letter of the law 
which is set forth by the Internal Reve 
nue Code. In light of this legislative 
provision, the courts may more readily 
accept the taxing authorities consistent 
contention that any appreciation in 
value of stock between the granting 
and exercise of an option (other than 
in a “restricted stock option’) results 
in taxable income. m/m 
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Electric and 
non-electric models 


The machine that gives 
instant answers — Comptometer! 
Direct Action does it. 

No presetting of dials, levers, bars. 
Automatic accuracy, too! 
Three-way Error Control is 
positive, dependable. 
Call the Comptometer 


representative. 


CoMPTOMETER ADDING-CALCULATING MACHINES are made 
by Felt & Tarrant Manufacturing Co., and sold ex- 
clusively by its Comptometer Division, 1712 N. Paulina 
St., Chicago 22, Illinois. Offices in all principal cities. 
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NEW! Transcopy Duplex 


Remington Rand Transcopy Duplex is 
a revolutionary new single-unit ma- 
chine which will photocopy any record 
written, printed or drawn, opaque or 
translucent, up to 141%” wide, and any 
length. It does the complete job of ex- 
posing, developing and making a posi- 
tive print in a matter of seconds. No 
other photocopying device can produce 
a single positive copy so speedily. No 
darkroom needed, no running water, 
no drying time... you can use it any- 
where, move it anywhere—simply plug 
it into any standard electrical outlet. 
And it’s so easy to use —any office 
worker can learn to operate it in a 
few minutes. Office managers every- 
where are acclaiming this efficient, eco- 
nomical photocopying method — saves 
time, saves money. Just mark P 334 
on the coupon below for free folder. 





NEW! Remington Rand Low- 
Cost Bookkeeping Machine 


At last—a low-cost bookkeeping ma- 
chine bringing for the first time the 
economies of mechanical bookkeeping 
to a wide range of small businesses. 

This is one of the fastest machines 
ever made because the keyboard is 
completely adapted to touch-method 
writing — touch-method speed. The op- 
erator does not have to turn repeat- 
edly and re-focus eyes on the keyboard 
in order to post items correctly. Here 
is a bookkeeping machine with type- 
writer simplicity. Any competent typ- 
ist can start producing in the first 
half hour, and give you a fair day’s 
work the very first day. Complete op- 
erating simplicity eliminates expen- 
sive training and premium salaries. 

This new low-cost machine gives 
you the same basic advantages as a 
machine costing many times more. Ask 
for booklet AB 664. 


New Time-Saving Machines, 


Methods, Ideas...To Cut Office Costs 


NEW! Remington Rand Stand- 
ard Typewriter—Tempo Touch 


The Standard’s remarkable new type- 
bar action touch and key design make 
manual typing faster, easier, and more 
rhythmie. 

The new, precision-balanced type- 
bars flash to the paper and back in- 
stantly ... no “waiting” for sluggish 
keys even with several typebars in 
flight. The new Personal Touch regu- 
lator can be adjusted to any touch. 
Even the Finger-Fitted keys are new 
and improved —scientifically designed 
to cushion the finger tips ... prevent 
misstrokes ... protect manicures and 
save “‘lost-time”’. 





Additional features are: expanded 
capacity with the exclusive 44-key key- 
board, an exclusive positioning scale 
insuring perfectly-centered letters, ex- 
clusive Fold-a-Matic construction giv- 
ing instant access to all vital operating 
area, and a new exclusive lightweight 
carriage for easy return. The Stand- 
ard, newest of Remington Rand’s com- 
plete line of typewriters, can bring 
improved efficiency, lower cost and 
higher employee morale to your oflice. 
Ask for booklet R 166. 








NEW! Remington Rand Elec- 


tronic Punched-Card Sorter 


Now — your punched-card accounting 
and statistical facts and figures can 
be sorted, either numerically or alpha- 
betically, with new ease and simplicity 

by push-button control—at the breath- 
taking speed of 800 cards per minute. 

This Electronic Punched-Card 
Sorter, latest in the long line of devel- 
opments from Remington Rand Labo- 
ratory for Advanced Research, utilizes 
a new type of photo-electric cell that 
“reads” the values punched into 90- 
column tabulating cards. The cell 
makes possible the tremendous sorting 
speed without card contact, thereby 
reducing wear and card damage in the 
one machine through which cards are 
generally processed most frequently. 
This Electronic Sorter means that vi- 
tal fact-packed reports for effective 
management control can be produced 
in a fraction of the time previously 
required. Get the full story—ask for 
booklet TM 156. 
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PROS AND CONS 
TO THE EDITOR 


Dear Mr. Editor: 

Reading your article in Management 
METHODS I am attaching copy of article we 
recently wrote for American Machinist on 
the subject of Air Conditioning, which 1 
thought might be of interest to you. 

I am afraid I can't accept fully your 
savings figures on page 14 as they seem 
a little extreme as figured. We have not 
attempted to measure the difference in 
office efficiency, because we had air con- 
ditioning in our former office, and we 
know from practical experience that air 
conditioning in an office is a “must.” How- 
ever, if it is done, it must be done right, 
without cool drafts. We have also discov- 
ered that if you have air conditioning dur 
ing the five summer months you must pro- 
vide fresh air in the wintertime for the 
other seven months. This we do by put- 
ting a heating coil in the office air con- 
ditioning units, cutting down the amount 
of heat going through the hot water coils 
around the walls, and evening it up. In 
an office space of about 8,000 square feet, 
we find it necessary to pump in about 800 
cubic feet a minute, to get rid of the smoke 
and clean things up. 

The drop in efficiency at about 1:30 in 
the afternoon without this, can be seen by 
walking through the office. 

The sticky point on putting in air con- 
ditioning is to find someone who knows 
how to put it in. In Cleveland, we happen 
to have Avery Engineering who is one of 
the best Worthington’s outlets and they 
know what they are doing. 

Perhaps, the whole subject ought to be 
treated from several viewpoints. In our 
case we built a new plant and we were able 
to put in some extra insulation and do a 
number of things which cut the over-all 
costs to a point where we have had four 
architects in here questioning our figures 
and I just showed him the books. 

H. P. BatLey, President 
The Rotor Tool Co., Cleveland 


Editor's Note: Mr. Bailey has made avail- 
able a limited number of reprints of the 
American Machinist article. For your copy, 
Circle number 262 on the Reader Service 
Card. 
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by Irving Smith Kogan 


Editor's Note: During the past ten years 
Bankers Trust Company has made a con- 
tinuing study of industrial retirement 
plans. Every two years the bank pub- 
lishes a detailed summary of ihe find- 
ings. Conceived as a public service, 
these reports are presented in a factual, 
statistical manner — avoiding interpre- 
tation or "editorial" commentary. Be- 
cause Management METHODS feels it 
is important to alert management to the 
trends reflected in this monumental proj- 
ect, we have presented in the following 
article a digest of the most recent re- 
port, together with our own comments. 
These comments are printed in italics. 
They do not necessarily represent the 
thinking of Bankers Trust Company. 

A complete 145 page book on the 
results of their latest survey may be ob- 
tained from the Bankers Tiust Company 
directly, or by circling number 266 on 
the Reader Service Card. 


Because some effort 
must be made to meet the retirement 
needs of superannuated workers, man- 
agement is giving increased attention 
and thought to pensions. Many com- 
panies are installing pension plans for 
the first time, and older plans are be- 
ing reviewed and modernized. 

A recent report, published by the 
Bankers Trust Company—New York, 
deals with the retirement plans of 235 
companies covering more than three 
million employees. Comprising more 
than one quarter of all employees af- 
fected by industrial retirement plans, 
this number is a large enough sample 
to be representative and to indicate 
significant trends. 

The study reviews “conventional” 
plans, which were undertaken volun- 
tarily by companies, and “pattern” 
plans—generally adopted after negotia- 
tion with international unions and fol- 
lowing an industry-wide pattern. Since 
the latter are relatively new (going 


june 1953 


up-to-date? 


HERE'S A YARDSTICK TO HELP YOU DETERMINE YOUR OWN FIRM'S RELATIVE STATUS 


back only to 1949), much of the follow- 
ing discussion is limited to conven- 
tional plans. Of 314 pension plans in- 
cluded in the study, about 70% are the 
conventional type. 


Coverage of Employees 


Since the end of World War II, there 
has been a marked trend towards more 
comprehensive coverage of employees 
under formal pension plans. In the 
early forties, a number of companies 
established plans covering only salaried 
workers, and made no formal provision 
for other employees. Only 63% of the 
pension plans studied during 1943-45 
covered all employees. Subsequent 
studies made during 1946-50 showed 
the percentage to be 79%, and in 1950- 
52, 92% of the pension plans studied 
covered all employees. 


COMMENT: While there are many reasons for 
including more employees in pension programs, 
one seems to stand out: broader coverage helps 
attract new employees and retain older ones. 
Alert management is increasingly aware that 
employees are retirement-conscious, and that 
the prospect of security in later years is an 
important job value. A comprehensive plan 
































demonstrates to employees that company man- 
agement is attuned to their thinking, and is 
taking steps to meet their wants. 

Second, but important, is the competition for 
workers. In areas where skilled labor is in 
short supply, companies are extending pension 
plans to more employees to meet, or exceed, 
the offers made by competing firms in the same 
industry. 

To some extent, broader coverage has also 
resulted from the influence of unions—so-called 
“ftringe”’ benefits hammered out during contract 
negotiations. 
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Multiple Plans 


A number of companies have pro- 
grams consisting of several plans. One 
plan may cover salaried employees, 
another may cover a different bargain- 
ing unit and still another plan may 
cover a second bargaining unit. Al- 
though coverage is comprehensive, 
benefits and rights of employee groups 
may differ widely. 


COMMENT: In most instances, the adoption of 
multiple plans is attributed to the influence of 
collective bargaining. A typical contract agree- 
ment will usually make a pension plan per- 
petual, with its provisions frozen for five years. 
After remaining in effect for this period, without 
modification, the provisions become negotiable 
from time to time. 

Many companies find it expedient to have 
multiple plans to avoid exposing the entire 


pension structure to negotiation in future years. 
For example, changes in pension provisions 
covering hourly workers may not always apply 
to salaried employees. Unions, too, seem to 
prefer this arrangement, Generally, a multiple 
plan enables the union to point out specific 
gains won for its membership—gains which 
will not necessarily be extended to other per- 
sonnel groups. 

Since multiple plans work to the advantage 
of both management and unions, this trend is 
expected to continue. 


Eligibility Requirements 

Eligibility requirements define the 
earliest date, in terms of years of service 
and age, on which an employee may 
become a member of the pension plan. 
A detailed analysis of eligibility re- 
quirements brought out in the study, 
for conventional plans, is: 


Number of plans by 
Age Requirements 
Service 
Require. No Age25 Age Age 35 
ments Age wunder 30 & over 





None 47 ] l 

1 year or less 43 15 23 6 

2 years 10 2 8 l 

3 years 8 7 9 3 

4 years 2 ait os - 

5 years* 13 l 13 4 
Total 123 26 54 14 


*Includes one plan having a service 
requirement of 6 years. 


A comparison between recent and 
previous studies shows the following 
general trends: 

1. The use of an age requirement to 
determine eligibility is diminishing. 
In plans using an age requirement, the 
tendency is to lower it. 

2. A service requirement is found in 
about the same percentage of new 
plans as in previous years. The ten- 
dency is to reduce the requirement 
when used. 


COMMENT: The clearly defined trend towards 
liberalizing entrance requirements may be re- 
lated to extended coverage: it makes the plan 
attractive to employees. Because participation 
is gained earlier, the employee is covered for 
more years of earnings. Also, benefits are 
funded at an early age—thus satisfying the 
pension-consciousness of employees. With turn- 
over, cost is relatively low, and companies 
have little to lose by lowering these require- 
ments. (next page, please) 
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You dont have to be éaacher’ pet to get A in business 


Executives who want to go to the head 
of the class can take a lesson from 
Macalester College in St. Paul, Minn. 

It used to take two or three weeks for 
Macalester to compile students’ grades 
and get them into the hands of parents, 
advisers and the dean. 


Grades submitted by professors had 
to be transcribed to students’ summary 
records, then typed on four-part report 
forms with carbon inserts. 

Teacher’s pet at Macalester today is 
the McBee Keysort system, the same 
system that wins highest honors with 
modern business executives. Keysort 








cards get the grades out in two days, 
require less clerical work and enable 
professors to comment on_ students’ 
progress in addition to giving bare 
alphabetical grades. 


With 2,000 students, each averaging 
six courses, 12,000 Keysort units are 
processed in each grading period. 


Grades become available to student 
advisers in time for them to take posi- 
tive, helpful action. 


Like Macalester, executives in every 
kind of business are using McBee meth- 
ods to save time, money, work and 


worry. Modern, flexible Keysort cards 








and machines keep their records com- 
plete, accurate and up-to-date; produce 
the facts that free executive minds for 
high-level matters and furnish the basis 
for decision. 

Keysort provides management con- 
trols at less cost than any other system. 
No special personnel or costly installa- 
tions are necessary, valuable clerical 
time is saved. 

No wonder McBee sales have multi- 
plied tenfold in just a few short years. 

The McBee representative near you 
can tell you how McBee can help in 
your own business. Ask him to drop in. 
Or write us. 


___.. THE McBEE 











(Circle 218 for more information) 
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Offices in principal cities. 
The McBee Company, Limited, 


11 Bermondsey Road, Toronto 13 








Normal Retirement Age 


Fixed, obligatory retirement at age 
65 has long been criticized in-person 
nel conferences and in’ published ar- 


ticles. Yet, the study shows that only 


about 25°) of new plans specify both a 


normal retirement age and a later auto 


matic retirement. The remaining 75°97, 
still retain normal retirement age. A 


limited survey recently made among 


companies using a normal retirement 
provision showed the majority require 
ther employees to retire, with excep 
tions made only in rare cases. Gene 
ally, age 65 continues to be the uni 


versal normal retirement age for men 


o 


(97°. ol new plans). 


COMMENT: Most firms operate on the theory 
that there is no practical way of measuring 
when an employee is too old to work. Until a 
reasonably accurate yardstick is available, in- 
sistence on retirement at age 65 is expected to 
continue. By this means, opportunities are 
offered younger men to develop and grow into 
responsibility within the company. Automati- 
cally, upper echelon vacancies are created 
and the corporate entity maintains a pattern 
of regular advancement from the lower and 


middle ranks. 





Besides the desire to keep a company dy- 
namic by developing new people, there is the 
established precedent of “retirement at 65.” 
Even before the advent of federal social secur- 
ity, this was regarded as a proper retirement 
age. To some degree, this thinking prevails 
and is a contributing factor ot rigid retirement 
policy. 


Early Retirement 


Regular early retirement provisions 
are found in more than 84°) of con- 
ventional plans. The following gen- 
eral observations may be made: 

1. Practically all new plans tie early re- 
tirement to age. Where employees may 
consent 


retire only with company 
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(69°%), a majority have only an age 
requirement, Among plans permitting 
employees to retire at their own elec- 
tion, most plans have both an age and 
service requirement. 
2. Service requirements range from 10 
to 25 years. A few more plans are using 
an age requirement of 60 than was 
previously the case. A service require- 
ment of 15 years also seems to be gain- 
ing wider usage. 
3. Most amendments to older plans in 
the 1950-52 period were in the direc 
tion of liberalizing retirement provi 
sions. 
t. Karly retirement may also be related 
to disability — although many com- 
panies (35°, of those studied) make at 
rangements with-in the retirement pro- 
eram for disability benefits. Age and 
service requirements for disability re- 
tirement in the conventional plans of 
the study are: 
Age 55 and 15 years of credited 
service 6 


\oe 50 and 15 years of credited 


service 59 

15 years of credited service 10% 

Anytime 47 
Other age and service require- 

ments : 10% 

No disability provisions 65% 

100% 


COMMENT: In most instances where early re- 
tirement can be achieved under the terms of a 
pension plan, management retains the initiative 
and must give consent. Thus, wherever it 
would be contrary to the best interests of the 
company, retirement does not take place. 
Valuable or indispensable people can be re- 
tained, if necessary. 

Early retirement serves another purpose: 
many organizations regard it as an ideal way 
to live up to the moral obligation of providing 
for employees in their declining years while 
weeding out less efficient personnel. Often it 
is more economical to retire marginal workers 
on pensions than to pay full salaries for limited 
output. Employees thus separated are free 
either to take less strenuous or part-time work, 
or live on the pension fund proceeds. 

Disability provisions in pension programs are 
actually a form of accident insurance. They 
offer to employees the assurance that if cir- 
cumstances require them to leave the com- 
pany’s employ, there will be no loss of ac- 
crued rights. 


Employee Contributions 


In conventional plans, there has 


been a clear-cut trend away trom em 
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When you’re matching office hours against a weekly newsstand 
deadline for the world’s leading baseball publication, you've 
got to be sure of peak office efficiency. That’s why the pub- 
lishers of The Sporting News, St. Louis, recently ordered this 
large installation of Steel Age Desks and Files. For, in a 
Steel Age office there’s an unmistakable air of efficiency .. . 
born in the superb comfort and distinctive styling that’s built 
into every piece of Steel Age office furniture. 

Why not let your Steel Age Dealer show you how Steel Age 


““The Sporting News” selects 


STEEL AGE 
for Peak Office Efficiency 


F/ 





office furniture can improve employee morale and make your The Quality Choice 


office a better place to work? He'll gladly help you plan your 
office for the most efficient flow of work, and help you select 
the right desk or file for each job. Give him a call today! 


CORRY-JAMESTOWN MFG. CORP 
Branch Offices: Boston »« NewYork « Philadelphia + Atlanta + Detroit + Chicago + 


(Circle 204 for more information) 


of Modern Offices 


CORRY, PA 


Los Angeles «© San Francisco 











“Betton Seati 
Gave Un 


Betton Wore 


.--and more of it!” 


says J. R. Buckman, Reservation Manager 


Id Airlines 


of Trans Wor 


The £05€7 EXECUTIVE— 
Designed hy 
Seating Engineers to Reduce 
Fatigue—Increase Efficiency. 


Businessmen are learning that 
fatigue, work-lag and absentee- 
ism drop when correct seating 
is given consideration. That's 
why so many are choosing this 
COSCO Executive for employees 
. for themselves. Here’s a chair 
you can alter 6 ways to fit your 
body, and your idea of comfort 
. in a matter of seconds—with 
no tools. And you sit on a foam- 
rubbercushioned, saddle-shaped, 
revolving seat that's luxuriously 
comfortable. Sturdy, all-steel con- 
struction, one-piece ‘‘FORM- 
FLO" base and bonderized, 
baked-on enamel finish assure its 
long life and lasting beauty. You 
can choose from 4 harmonizing 
colors of durable, Du Pont 
“Fabrilite’’ upholstery. For full 
details, mail coupon today. 





&. | 

Model 15-F - | 

m SECRETARIAL—$29.95 f | 

($31.00 in Zone 2) pare | 

[ote 

Model 20-LA f | 

SIDE CHAIR—$27.50 \ | 

($28.50 in Zone 2) l 

| 

| 

*$49.50 in Florida, Texas and 11 Western states. (Zone 2) | 
other models also available | 


(Circle 214 for more 
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HAMILTON MANUFACTURING CORPORATION 


Columbus, Indiana 








COSCO Office Chairs 

Hamilton Manufacturing Corporation 

Dept.MM6 Columbus, Ind. 

Yes, | would like the name of my nearest dealer and full 
details on COSCO office chairs. | am particularly in- 
terested in 

C2 Secretarial chairs ( Executive chairs 1) Side chairs 
Firm aaa 

BY eri nneensiieamaainanainnnie 
Address __ : wail 
City io) a: | ( 


information) 


































Aliso available in Canada, Alaska and Hawaii through registered Cosco dealers. 
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ployee contributions to the pension 
funds on the first $3000 to $3600 of 
annual compensation, In general: 

1. The percentage of plans in this study 


which accept no employee contribu- 


tions whatever remains at about 35%. 
2. Plans requiring contributions on 
earnings over $3600 per year remain at 
about 62°). 
5. Plans requiring contributions on 
earnings under $3600 declined from 
53°% for 1948-50 plans to 379% for 1950- 
52 plans. 

Amounts contributed by employees 
in those plans requiring such contribu- 
tions, fall within the same general limit 
as older plans. The common practice 
has been to establish employee contri 
butions at two to three times the rate 
at which future benefits accrue. For 
example, if benefits accrue at 19% of 
yearly compensation, the employee con 
9 


tribution would usually be set at to 


3% of each year’s compensation. 
COMMENT: Amendments to make plans non- 
contributing under $3600 annual earnings stem 
from management's desire to increase the 
take-home pay of lower echelon employees. 
The added cost is offset by several compen- 
sating factors: 

1. The cost of deducting employee contributions 
and keeping records is eliminated. 

2. Should an employee leave the company, it 
is no longer necessary to return his contribution 
to the fund, plus interest. 

3. Current tax policy, allowing company con- 
tributions to pension funds to be carried as 
items of expense. 


Pension Benefits 
Benefit 


plans are becoming more complicated 


formulas in conventional 
and are not as easily classified as in the 
past. In some plans, an employee's pen- 
sion benefit may be subject to two or 
three different formulas. It is not un- 
usual to have a salaried employee parti 
cipate in a basic plan and a supple- 
mental plan, and to have his ultimate 
pension, as calculated under the two 
plans, subject to adjustment because ot 
a further maximum or minimum limi- 
tation. 

There is increasing interest in plans 
which relate benefits to compensation 
in the final years of service (28% of 
new plans). In about 55% of these 
“final average pay plans’ the period 
covered by the average is the last ten 
years preceding retirement. About 20% 





use the last five years. However, some 
companies still hesitate to provide pen- 
sions on a compensation base which is 
unknown, and which is less definite 
than one based on the entire service 
period. 

Minimum pension provisions are be 
ing included in a greater number of 
of current 


conventional plans — 63% 


plans compared to 28°% of previous 
studies. Older plans which had no 
minimum, or only nominal minimums, 
are being amended or supplemented. 
The trend to liberalizing or elimi- 
nating maximum limitations on pen- 
sions continues. It is most evident in 
new plans, and in amendments being 


made to older ones. 


1. Of new pians during 1950-52, 63% 
had no maximum limitation, compared 
with 42°% for the 1948-50 period. 

2. Maximum limitations, which are ex- 
pressed as a percentage of compensa- 
tion during final years, are usually 
generous for highly paid employees— 
ranging from 40-50°% of average com- 
pensation during the final five or ten 


years of service. 


COMMENT: Increased minimums, or specifying 
minimums for the first time, and final average 
pay provisions result from management's desire 
to make pension payments come closer to the 
employee's standard and cost of living at the 
time of retirement. The simple fact is employees 
are not obtaining sufficent benefits under old 
retirement plans because accruals were earned 
at lower salaries than are now common. 
Amendments and supplemental plans are be- 
ing developed to make pension benefits ade- 
quate—especially for lower-income employees. 


The trend towards removing maximum limits 
on pensions is an example of deferred payment 
during a high-income-tax period. Pension plans 
afford a ready-made method of deferred com- 
pensation to reward high-salaried executives 
and retain their services. This method has the 
added advantage of an established tax status 
which is not oven to question. 


The ten year period covered by the 
Bankers Trust Company’s studies has 
been the most active in industrial pen- 
sion history—measured by the number 
of new plans adopted and by the na- 
ture and number of amendments to 
existing plans. Practically all older 
plans have been amended in important 
respects in the last ten years, and many 
of the newer plans have been revised 
several times since adoption. m/m 
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Associations for Management 
A SURVEY 


A LIST OF KEY GROUPS, WHAT FIELDS THEY SERVE, WHO CAN JOIN, HOW TO JOIN 


Since there are many thousands of trade 
and professional societies and associa- 
tions in the United States, it is almost 
impossible to prepare a "digested" list 
that will encompass the needs of every 
businessman. In narrowing our list to 
14 names, we have omitted many im- 
portant groups. In defense of our selec- 
tion, it should be stated that the follow- 
ing associations deal with management 
problems found in all types of businesses. 
Each conducts study or research, original 
in character, on subjects of general man- 
agement interest. 

While a few of the groups reported 
below are connected with a specific in- 
dustry or profession, the character of 
the work they are doing will be of sig- 
nificance across the board. The Life 
Office Management Association, for ex- 
ample, is indigenous to the life insurance 
business, but much of its research in 
clerical productivity will apply to any 
firm with a sizable office operation. 

We have sought to give you an 
orientation on these associations, so that 
you might choose one or more that in- 
terests you. Write directly to the organ- 
ization for complete details. 
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American Management Association 
(AMA) 

The AMA was organized in 1923 merging 
a group of management organizations, 
some of which dated back to 1913. It is 
made up of eight major activities: Person- 
nel, Office Management, Finance, Manu- 
facturing, Marketing, Insurance, Packag- 
ing, and General Management. ‘Their 
membership includes 14,000 executives 
and companies in all industries. There are 
no local chapters, and membership is open 
to individuals interested in the develop- 
ment of better management methods, e.g., 
businessmen, government officials, con- 
sultants, college instructors, and other pro- 
fessionals. Dues are modest, and are on a 
flexible scale according to the use made 
of AMA services. They have three of- 
ficial publications: Management Review 
(Monthly), Management News (Monthly), 
and Personnel (Bi-Monthly). Prospective 
members should write to: 

American Management Association 

330 West 42nd Street 

New York 36, New York 


“The American Management Association 
makes no profit, does no lobbying, and ad 
vances no propaganda. Its interests are 
solely the practical solution of business 
problems and the development of the sci- 


ence of management.” 


American Marketing Association 
(A.M.A.) 
On January 1, 1937 A.M.A. was organized 
by a group of professionals actively en- 
gaged in marketing research, and inter 
ested in a closer interchange of informa- 
tion and a voice for the rapidly advancing 
field. With a membership of approximate 
ly 4500, they have 35 local chapters 
throughout the United States. Member- 
ship is open to those people who are en- 
gaged in the field of market research. They 
issue an official publication, a quarterly, 
the Journal of Marketing. For information 
on membership, write: 
American Marketing Association 
1525 East 53rd Street 
Chicago 15, Illinois 

(next page, please) 








The most impressive furniture 


you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 


Emperial 
DESKMARK OF QUALITY 


Imperial Desk Company, Evansville 7, Ind. 


(Circle 215 for more. information) 
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pay roll time? 


PB MailOpeners are mu) pronto! That’s very fast. The 
electric LE model, for instance, trims a hairline edge off 
any kind or size of envelope—far faster than hand-slitting. od 
Saves those precious minutes of working time! 

All MailOpeners, electric or manual, are built to postage 
meter precision standards. See, senor! Ask the nearest PB 
office for a demonstration. Or write for free booklet. 

PITNEY-BOWES, INc., 4503 Pacific St., Stamford, 


Conn. Originators of the postage meter, 93 offices in the 


U.S. and Canada. 


FREE: Handy wall chart of Postal Rates for all 
classes of mail, with parcel post map and zone finder. 


= PITNEY-BOWES 
@) 


‘S) 


Your mail, manana 


Does your office take a morning siesta, 


waiting for mail to be distributed? Losing 


7 MAILOPENER 
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BATES... 


WORLD'S MOST EFFICIENT STAPLER 


$"“V0O Complete with 
7 5000-Staple Refill 






Slip in a spool of brass wire for 5000 
neat rustproof staples. Nothing like it 
on the market! Made by makers of 
famous Bates numbering machines. 


SAVES TIME—Serves you up to 50 times 
longer than other staplers, without re- 
loading. Permanent or pin-type staples. 
Capacity 16 sheets of 16 lb. paper. No 
waste from broken staples. 
STURDY — Heavy steel. Lustrous, gray 
finish. Smart black handle. Hundreds 
of thousands of satisfied users. Gives 
many years of service. 


MONEY BACK IF NOT SATISFIED WITHIN 10 DAYS 
If your dealer cannot supply you, order direct and 
send dealer's name. 


MAKES ITS OWN STAPLES... ~ 
3000 WITHOUT RELOADING 






























' . 
The Bates Manufactur ng Co Dept MM-6 


eg eee e ue Bates Stapler . ) 
Please Sorin 5000-staPle r€ ' + 
ee is my check..." 
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Name 
Address 
City 
My 
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American Statistical Association 
(A.S.A. or ASA) 

One hundred and fourteen years ago, the 
A.S.A. was formed in Boston ‘to promote 
the science of statistics.’” Its membership 
of 4800 includes statisticians and research- 
ers in all fields, with 30 local chapters in 
the United States, Hawaii, and Cuba. Stat- 
isticians in any field, as well as anyone 
seriously interested in the program or 
publications—on statistical methodology, 
research, and applications—are invited to 
membership. 

Corporate Members pay annual dues of 
$100. Contributing Members, $25, and 
regular membership costs only $8.00. Their 
quarterly publication, Journal of the ASA 
has reflected the progress of the science 
of statistics since 1888. They also issue a 
news periodical in informal, non-technical 
style, The American Statistician. Interested 
persons may contact: 

Samuel Weiss, Executive Director 
American Statistical Association 

1108 Sixteenth Street, N.W. 

Washington 6, D. C. 

“The objects of the A.S.A. shall be to 
foster, in the broadest manner, statistics 
and its application, to promote unity and 
effectiveness of effort among all concerned 
with statistical problems, and to increase 
the contribution of statistics to human 
welfare.” 


American Society of Training 
Directors (ASTD) 

ASTD was organized to serve those ac- 
tively engaged in the training and educa- 
tion of business and industrial personnel 
or closely allied areas of responsibility. 
There are now 1848 members in 30. afh- 
liated chapters throughout the world. Dif- 
ferent classes of membership are open to 
those actively in the field or allied work, 
and annual dues are $11.00. Their official 
bi-monthly magazine is The Journal of 
Industrial Training; they also issue reports 
on meetings, research studies, etc. Addi- 
tional information may be obtained from: 
Dr. Russell L. Moberly 

Secretary- Treasurer, ASTD 

2020 University Avenue 

Madison, Wisconsin 

“The greatest bulwarks of the American 
way of life are skills, scientific and tech- 
nical knowledge, combined with a sincere 
desire to improve wherever and whenever 
possible. ASTD aims are to enhance the 
knowledge, skill, understanding, appreci- 
ation, and attitudes of people which will 
be conducive to continuous progress and 
improvement. The realization of these ob- 
jectives provides benefits to the public as 
well as the individual and his company 


or organization.” 





Controllers’ Congress (National 
Retail Dry Goods Association) 


Since 1920, treasurers, controllers, and 
other financial and accounting representa- 
tives of department and specialty stores 
have been organized as the Controllers’ 
Congress. ‘There are presently 3000 mem- 
bers whose common _ interest covers 
methods, procedures, and _ statistics which 
promote the progress of their work. There 
are 28 local groups throughout the coun- 
try. Membership is open to those desig- 
nated by their company, if that company 
is afhliated with the National Retail Dry 
Goods Association. They issue Retail Con- 
trol ten times each year. For information 
regarding membership, write to: 

Sam Flanel, Ass’t. Gen. Mer. 

Controllers’ Congress 

100 West 3lIst Street 

New York 1, New York 


Controllers Institute of America, 
Inc. 


The Controllers Institute was organized 
in 1931 to represent executives performing 
the duties of a Controller in large com- 
panies. There are now 4120 members in 
49 Chapters in the United States, Canada, 
and Puerto Rico. Membership is open to 
executives functioning as a Controller, 
as defined by the Institute, and serving 
companies of sufficient financial size to 
qualify, There are no company member- 
ships; only individuals may become mem- 
bers. There is a $10. initiation fee, and 
$50 Annual Dues. The official monthly 
publication is called The Controller. In- 
terested controllers may write to: 
Membership Secretary 

Controllers Institute of America 

1 East 42nd Street 

New York 17, New York 

“Controllers Institute is a technical organ- 
ization . . . of financial and accounting 
officers of leading business concerns, who 
have a common bond in their interest in 
techniques of financial management, and 
in maintaining business enterprise on a 
healthy basis in the face of changing busi- 


ness conditions.” 


The Institute of Internal Auditors 


Approximately 2700 members have joined 
the Institute since it was organized in 
1941. This represents men of responsible 
positions in the internal auditing field 
and related professions. There are 45 local 
chapters in this country, plus some inter- 
national chapters. Anyone in a responsible 
position in the field may apply for mem- 
bership; dues are $25. The Internal Audi- 


tor is their quarterly publication. For in- 


methods 











formation on membership, write to: 
The Institute of Internal Auditors 
120 Wall Street 


New York 5, New York 


Life Office Management Association 
(L.O.M.A.) 


L.O.M.A. was formed in 1924 to represent 
insurance 
There 
“An old line 
legal reserve life insurance company 

. Of at least $5,- 
000,000 may be admitted to membership.” 
Their publications are: L.O.M.A. Monthly 
Bulletin, Quarterly Review, Industrial 
Bulletin (Quarterly), and Conference 
Proceedings (Annually). For 


write to: 


administrative officers of life 
companies throughout the world. 


are 256 member companies. 


having life insurance . 


further in- 
formation, 
Frank L. Rowland, Managing Director 
Life Office Management Association 

110 East 42nd Street 

New York 17, New York 

“The L.O.M.A., a non-profit cooperative 
research organization, exists for the overall 
office 


ment and operations through exchange of 


purpose of improving life manage- 


ideas, cooperative research, and the de- 


velopment and administration of an edu- 


” 


cational program for office employees. 


National Association of Purchasing 
Agents (NAPA) 


NAPA was formed in 1916 representing in- 


dustrial, utility, and institutional purchas- 
are now 15,600 members 
throughout Canada and the U.S. in 91 


local chapters. Only persons in purchasing 


ing agents. There 


are eligible for membership. 
a weekly Bulletin. 


to: 


They issue 
For membership write 


National Association of Purchasing Agents 
11 Park Place 
New York 7, New York 


National Machine Accountants 
Association (NMAA) 

Although 
since 1944, it was not until 1951 that they 
joined together to form NMAA, 


sent nationally those actively engaged or 


there had been local groups 


to repre- 


interested in machine punched card ac 
counting. With national headquarters in 
Chicago, and local branches in 43 cities 
in: US.. 


3500 members. 


and Canada, there are presently 
Membership is open to 


level 


accounting 


anyone on the management inter 


ested or engaged in machine 
systems. The official publication is known 
as the Hopper, and is issued eleven times 
each year. For more information on mem- 
bership, write to: 

D. A. Talucci, National Sec’y. 


National Machine Accountants Association 


june 1953 





BaE 


5057 Woodward 
Detroit 2, 
The NMAA was “organized to bring about 


Avenue 


Michigan 


the interchange of ideas in machine ac- 
counting to embrace all types of businesses 
and industries and the equipment used in 
these applications.” 


National Office Management 
Association (NOMA) 


NOMA is an organization whose mem- 
bers’ major functions involve office man- 
agement or general business management, 
or who have an academic interest in these 
functions. Formed in 1919, there are now 
over 13,000 members in 141 chapters in 
U.S., Canada, and Hawaii. Membership is 
open to those who have a direct interest 
and responsibility in the improvement of 
office 


management of the activities of 


clerical workers, business machines and 


equipment, or training of employees in 
Individual dues are $25., 


dues (3 


office functions. 
while Company 
$55. They 
Office 
may contact: 

Staff Director of Field Services 
NOMA National Office 

132 West Chelton Avenue 
Philadelphia 44, Pa. 

“We like 
who consider the human relations in man- 


members) are 
issue a monthly magazine, the 
members 


Executive. Prospective 


to believe that men and women 


agement as a challenge worthy of their 
careers cannot resist the attraction of an 
Association which demonstrates that co- 
operation between companies is the most 
effective investment that 
That the 


information as to the discoveries of alert 


business can 
make. unrestricted exchange of 


administrations can bring every business 
a step forward—without penalizing man- 


power or man-accomplishment.” 


National Tabulating Management 
Society (NTMS) 

Managers of punched card 
organized NIMS in 1945. 
groups throughout the country, and mem- 


installations 
There are local 


bership is open to those actively engaged 
in the tabulating profession as supervisors, 
Punch is 


administrators, or managers. 


their monthly publication. Further infor- 
mation may be obtained from: 

William H. Short, Jr. 

National Executive Sec’y. 

NTMS, Room 506 

511 North Broad Street 

Philadelphia 23, Pa. 

“The NTMS is an organization devoted 
to the development of punched 
methods, the promotion of interest in the 


card 


science of tabulating and the advance- 





“I hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!” 


For 60 long years the 4-drawer file has been include the filing system too — because 
a necessary evil — since 1893 filing clerks Corres-File has become a reality. Designed 
have been pulling, pushing, stretching, stoop- to fill a vital and specific need, Corres-File 


ing, kneeling, squatting — performing more 5 al . 

i pee a office oo wl N 4 a eliminates more than 50% of clerical oper- 
der the personnel turnover for filing clerks am; oo brings ie fling = 
is the highest — and comparative efficiency ation up % ‘Gew heights of filing speed, 
the lowest. But, at last, filing drudgery can efficiency — and economy. Send today for 
be eliminated. Office modernization can complete information, 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


_—aemmeeanmw enw ewe ewer ewe ee ene eee eee 
I'm interested in knowing more about Corres-File 
— and how it can save for me. 























GING creates ee 
Title ...... 
Rs | ee ae 
Address 
TOU esniaconcisenubbonsientellees Zone SEBO ctonisnctoaobeas 
(Circle 237 for more information) 
automatic 






STENCIL PERFORATOR 


for making 
MIMEOGRAPH STENCILS OF 
So ee 




























MAPS 


DRAWINGS 
and other graphic material. 


FORMS 


Anyone can operate Stenafax stencil making machine 


ACCURATE - ECONOMICAL 


Paste on a sheet of paper, clippings, 
office forms, headlines, intricate drawings 


— type on it, write on it— put it in a 
Stenafax and you'll get a sharp, finished Tl M ES FACSI Mi } LE 


stencil for reproduction. 
CoO 8@ fF CG 8 et 


FAST 


Low cost printing, proven by its current 
use in many Government installations. 540 West 58th Street, New York 19, N. Y. 


Now available to Commercial Users. 1523 L Street N.W., Washington 5, D. C. 
(Circle 236 for more information) 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


-» ASSURE YOU OF MAXIMUM 
ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY .. . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 





Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms ! 


es 
&. 





The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 





The 
REYNOLDS & REYNOLDS 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 





Make of Machine : Model 


Name 








¥ Company 


‘BUSINESS FORMS SINCE 1866 Firm Name 





Address 





‘5 SAY 1 OH. CH Po 


City State 





SALES OFFICES IN MOST PRINCIPAL CITIES 


(Circle 231 for more information) 








ment of the status of administrators, man- 


agers and supervisors of punched card 


installations throughout the country.” 


Society for Advancement of 
Management (SAM) 


SAM, organized in 1911, now has a mem- 
bership total of 8100 management people. 
They have in common the desire to ap- 
proach management as a science, and to 
apply scientific methods to all manage- 
ment problems. They have grown to in- 
clude 58 local chapters, as well as 95 
student chapters at leading colleges and 
universities. Membership is open to pro- 
fessionals, executives, and administrators 
in business, government, institutions, col- 
leges, consulting firms, or equivalent. An- 
nual dues are $20 for members, $40 for 
firms, and $10 for associate members 
(those that do not meet the standards). 
Their official monthly publication is Ad- 
vanced Management. For membership ap- 
plication, write to: 
C. A. Slocum, Executive Director 
Society for Advancement of 

Management 
411 Fifth Avenue 
New York 16, New York 
“The vast complex structure of modern 
industry, the increasing specialization of 
task, and growth in the huge operational 
units have brought forth recognition of 
the necessity io develop a new kind of 
executive — the professional administra- 
tor. His objective ts to achieve an efficient 
and smoothly operating organization with- 
in the area of his authority and control.” 


Systems and Procedures Associa- 
tion of America (SPA) 


SPA is a technical association of over 
1000 members actively engaged in systems 
and procedures work. Founded in 1944, 
the National Headquarters are in New 
York, with 22 local chapters in the U.S., 
Canada, and Saudi Arabia. Membership 
is limited to those actively engaged in 
the field and with sufficient technical 
knowledge; sponsorship by a member of 
a local chapter is required. They issue the 
SPA Quarterly and a monthly SPA News 
Letter. Prospective members may write to: 
C. B. Hoffman 

Nordberg Manufacturing Co. 

3037 South Chase Avenue 

Milwaukee 7, Wisconsin 

“Objectives: To promote and foster man- 
agement improvement through study, ed- 
ucation, research and the mutual exchange 
of technical information. To promote a 
broader understanding and acceptance of 
the value of systems and procedures as 
an aid for effective management.” m/m 
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design 


Unusual 


provides complete accounting control 


A pecan buyer in Tif- 
ton, Georgia, needed a simple method 
of payment and record keeping during 
his rush season. As nuts were brought 
in for sale, he couldn’t take time to 
maintain proper records, though pur- 
chases were paid for on the spot, He 
needed a form to minimize the writing 


of different records and still give him 
sufficient control over transactions. 


Payment and Record in One Writing 
The result is the accounts payable 


check reproduced below. It eliminates 
the writing of stub information and 





PECAN BUYER 
TIFTON, GEORGIA 


PAY TO THE 
ORDER OF 


A. N. ADCOCK, JR. 


* 
No. 10950 e 











DOLLARS 





@ To THE BANK OF TIFTON 
TIFTON, GA 
64-247 


STUARTS 
SCHLEYS 
FROTCHERS 
BLENDS 

















MAHANS 
SEEDLINGS 








By 


A. N. ADCOCK, JR. 





Please detach check here before cashing 


MONEY MAKERS 





PRICE AMOUNT 

















ap PP P 




















®—a PP P 











(Q) 




















THE ATTACHED CHECK 
2 iS IN PAYMENT OF ABOVE 





A. N. ADCOCK, JR., PECAN BUYER 
TIFTON. GEORGIA 


»eee8€.dlcOmUmUCOHWmUC POMC<‘Ci UC‘ UO CL! 
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completes an accounting record in one 
writing. These checks are pre-num- 
bered, with the particular items of pur- 
chase (seven varieties of nuts plus 
three spaces for writing in other, less 
common types), in continuous form, 
and in duplicate. 


All Data on Carbon Copy 


The amounts and extensions are 
written only once, and the seller’s 
name and address entered. There is 
then a bill, a check, and a stub in the 
form of a carbon copy which remains 
in the machine. The carbon copy is 
filed as the accounting record of the 
transaction as well as of payment for 
the purchase. Exact data as to what 
was purchased, how much was paid, 
and the seller’s identity is recorded on 
both copies, with about as much writ- 
ing as required for an ordinary check 
alone. 


Other Applications 


Most widely used by food and pro- 
duce buyers, application of this type 
of form can be made wherever there 
are point-of-sale payments for  pur- 
chases or personal services whether the 
business is seasonal or not. Many can- 
neries, drug firms, contractors, and 
scrap dealers have adapted this check 
to their own use. The individuality of 
the check design and the locked-in rec- 
ord control are added features. m/m 


The original, on colored, watermarked 
d stock, is given to the seller, while a car- 
& bon duplicate of this continuous machine 
' form is left in the register. After de- 
taching the check, the seller has a de- 

tailed bill of sale. 





informative pages on 


LAMSON 


AIRTUBE 
SYSTEMS 


-.- gives you profitable ideas for 
using pneumatic tube systems, both 
conventional and automatic — in- 
cluding dimensional drawings, 
architects’ data, typical installations, 
case histories and lots more — all in 
two handy catalogs. 


We have copies for you... just clip 
this coupon to your signed letter- 
head and mail. 


* @ 8803 


ene ee 
LAMSON CORPORATION 

706 Lamson Street, Syracuse 1, N. Y. 4 
Gentlemen: 
Without any obligation on my part, please 
send me my copies of the Lamson Airtube 
Catalog and the Lamson Automatic Switch 
System Bulletin. 


Nome. Title. 


Company. a 








Address 


Ci Zone. State 


Qu nmnaanams =? 


(Circle 216 for more information) 
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ENGINEERED WAYS TO BETTER BUSINESS rG * 














-those BIG sheets of paper! 


PAPER “WRESTLERS” have their big- 
gest problems with those over-size 
drawings, tracings, maps, charts, 
and artwork. Actually, there is 
only one way to protect them, have 
them always available, and always 
in good condition! 


CELLO-CLIP Big Paper File System 
is the G/W exclusive answer to this 
problem. Cello-Clip HANGS big 
papers vertically, smooth, clean, 
and instantly accessible. 


YOU SAVE a lot of floor space, too, 
for the Cello-Clip. cabinet gives 
orderly, get-at-able protection to 
about ten times the number of 
papers that could be mussed and 
mangled in flat drawers occupying 
the same floor space. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 





DELIGHTED USERS of Cello-Clip are 
engineering departments, drafting 
rooms, art studios, advertising 
offices and agencies, lithographers, 
sales departments — EVERY- 
WHERE big papers are used and 
handled. 


NOT COSTLY!—Cello-Clip costs less 
than just one of the valuable draw- 
ings, charts, or pieces of art work 
so efficiently protected and housed. 


GET THE FACTS—find your depend- 
able Globe-Wernicke dealer in 
your classified ‘phone book, listed 
under “Office Equipment.” Or write 
The Globe-Wernicke Co., Cincin- 
nati 12, Ohio, on your letterhead for 
information. Address Dept. 6M. 


Cincinnati 12, Ohio 


(Circle 212 for more information) 





Thought Starters come from our read- 
ers, for the most part. Each one deals 
with a “practical solution to a management 
problem.” The Editor invites contribu- 
tions—which are paid for at ow normal 


§ pace rates. 
\! AL. 


St \ tray ht CD starter 
Clever use of P.O. Box 


saves mail sorting time 








M. J. Nolan, Manager 
Accounts Receivable Department 
Addressograph-Multigraph Corp. 


In a large national concern with a 
centralized accounting set-up like ours, 
mail sorting is a vital, but time con 
suming operation. Of major impor 
tance, is the prompt depositing of cus 
tomer remittances. It was necessary to 
sort all the mail in order to gather 
customer remittances and forward them 
to our treasury department for deposit. 

Since customer remittances make up 
most of our mail, it was decided to rent 
a Post Office Box to which all remit- 
tances would be directed. ‘The rental 
cost is negligible. Now all mail that 
comes to our street address is corre- 
spondence and orders, while only cus- 
tomer payments are sent to the Post 
Office Box. 

Existing supplies of invoices and 
statements were overprinted and util 
ized, while all new forms were ordered 
with the correct “Remit to” data. 

Our mailing department has reduced 
its sorting time by 75% since use of the 
P. O. Box. Also, other mail is now 
sorted and routed more promptly. 


lA. 


Si "thong GF startin, 


Gracious reprinted note 
saves dictating, typing 


John E. Hubel 
3057 N. Murray Ave. 
Milwaukee, Wis. 








Everybody agrees that mail should 
be answered promptly. Sut—with 
clerical shortages and the ever-present 
lack of executive time for dictating 
answers —few firms can realize the 


ideal. 











CITY OF MILWAUKEE 
Central Board of Purchases 


Date 


TO INSURE 
PROMPTNESS 


*) 





Pardon the liberty of returning your orig- 
inal with just a marginal note. With the 
shortage of manpower in the average 
office, ours being no exception, it is 
sometimes necessary to answer letters in 
this manner to avoid delays. 


Thank you for your indulgence. 


Sincerely, 
JOS. W. NICHOLSON 
City Purchasing Agent 




















Here’s a clever time and money sav 
ing device used by the City of Mil- 
waukee. 

It’s an “apology” printed on colored 
paper, used by the purchasing depart- 
ment of the City of Milwaukee when 
lack of time makes it advisable to re- 
turn a writer’s letter immediately with 
notation, in answer to an inquiry. The 
reply is noted on the original letter. 


11 Ane 
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Equipment identification tag 
for items in transit 








Equipment and parts removed from 
their regular locations and not prop- 
erly marked, were causing maintenance 
men in a large automobile equipment 
plant in the Midwest to lose valuable 
production time. 

With over 700 pieces of production 
equipment, and 400,000 square feet of 
floor area to service, the maintenance 
men were losing many hours tracing 
mislaid or unidentified parts and 
equipment. Because identification was 
lacking on parts returned from repair 
departments and outside vendors, there 


methods 





was often a delay in replacing these Allied Chem. & Dye Corp. Deere & Co. National Distillers Prod. Standard Oil Co. of Ohio 






























e Fin: wncepeate oe nes Allis-Chalmers Mfg. Co. Distillers Corp.-Seagrams National Lead Co. J. P. Stevens & Co. 
pat ts on their original machines. . Alumisiiffi'@e,of America _<<tfS@iWI@hemical Co. *National Stee! orp. ) 
To solve these problems, the Equip- American Can Co. E. I. duPont de N. & Co. Oil 
1ent Identification Tag in duplicate / American Cyanamid Co. Eastman Kodak Co. 
" zai : Pins ‘ American Radiator & S.S. -—« * Firestone Tire & Rub. Co. 
was devised. Approximately of postal American Smelt: & Ref. Co. +Gen. Amer. Trans. Corp. Corp. 
card size, a supply can easily be carried — Tes? — ee Pais Peglcum veptl 
ie oe es aon aes merican Viscosé Corp. General Foods Corp. ittsburgh te Glass 
in a pocket, Any ¢ mployee page pre a € Anaconda Cop. Min. Co. General Motors Corp. Procter & Gamble Co. 
the tag. It is used to identify equip- Armco Steel Corp. B. F. Goodrich Co. Pullman, Ine. 
ee : wien sete | Armour & Co. Goodyear Tire & Rubber Co. Pure Oil Co. 
me nt, parts, and containers while in Atlantic Refining Co. Gulf Oil Corp. _ Radle Gees. of Ateries 
transit, in storage, or for any reason Bendix Aviation Corp. Inland Steel Co. Republic Steel Corp. 
removed from their usual or recorded Bethlehem Steel Corp. - Inter, Bus. Mach. Corp. R. #; Beynouis Topaceo Co. 
at — 7 ; : ¢ Borden Co. Inter. Harvester Co. Reynolds Metals Co. 
location. A transparent celluloid en- / Borg-Warner Corp. Inter. Paper Co. Richfield Oil Corp. 
velope is used wherever the tag may i Burlington Mills Corp. Johns-Manville Corp. St. Regis Paper Co. 2 
be subject t il, wate - other ele ' Caterpillar Tractor Co. Jones & Laughlin Steel Corp. Schenley Industries, Inc. Youngstown Sheet & Tube 
- = ne oO o1!, water, or other ele- . Celanese Corp. of America Kaiser Steel-Corp. Shell Oil Co. ; 
mental damage. Chrysler Corp. Kennecott Copper Corp. Sinclair Oil Corp. 
Upon arrival at the Maintenatice Cities Service Co. *Liggett & Myers Tobacco Co. Singer Mfg. Co. (able = not ew “ 
ie ee ee are 5 _ Coca-Cola Co. Monsanto Chemical Co. Skelly Oil Co. : E ec nour eae ts 
Crib, the dispatcher or the foreman re- Continental Can Co. *Philip Morris & Co. Socony-Vacuum Oil Co. bli ndetslaalia ess ied 
moves the original copy for the fore- Continental Oil Co. *Nash-Kelvinator Corp. Standard Oil Co. of Calif. pan | 
: a, ee ; Crane Co. National Biscuit Co. Standard Oil Co. (Ind.) Compiled by the National 
man’s follow-up file. The duplicate, or Crown Zellerbach Corp. *National Dairy Prod. Corp. Standard Oil Co. (N. J.) Bank of New York, June 1952. 
*users of Dictaphone cylinder equipment. Gentlemen: Have you considered the TIME- MASTER.BOTY! 
Gentlemen: May we suggest that you look into the advantages of Dictaphone? 
EQUIPMENT IDENTIFICATION Tag = 4 
DEPT. OR WORK CENTER Ne. | ~ M { bd 5} bd 
é , ew s 
argest U.S. Manu acturing UCorporations 
EQUIPMENT USED ON Ne. oO 
oe 








: ae “ia use the DICTAPHONE TIME-MASTER 


WORK NEEDED AND WORK ORDER Ne. 


. How about YOU? 




































































“nh ORIGINATED BY DATE & TIME 
§ oy 
th WHERE WORK TO BE DONE 
he American business has granted Dictaphone an accept- stenographic transcription far easier, far more efficient. 
TEMP. STORAGE LOCATION « 7° ive > >i < ictati ~ i : . . 
ance given no other single brand of dictation equipment. Dictaphone benefits can be measured very concretely in 
— ee Why? Because Dictaphone Corporation has earned its dollars-and-cents earnings. And these sums are not small. In 
, leadership for over half a century, by selling a superior the Dictaphone confidential files are hundreds of carefully 
cane STS product economically priced, and by offering unique service. documented case histories of installations in which com- 
74 niente Consider the new Dictaphone TIME-MASTER. Much panies report savings figures of $720 a week, $642 a week, 
REQUISITIONED BY more than a piece of office equipment, the TIME-MASTER is $19,700 a year over their former secretarial setup. 
Please Returns Tex With Pert ewe an extension of an executive’s mind. It helps him to think And none of the figures, quoted at random, are from our 
; : better. With it he dispatches routine, gets more creative largest clients. . . . Be it medium-sized, small or a one-man 
m tag COpy, Semaees attached to the item work done. At the same time the exclusive Dictabelt makes operation, your company can effect proportionate savings. 
p- until it is returned. 
ce The original, while in the follow-up : ; 
Ask yourself: Can | afford not to investigate? 
- file, serves both as a control, and as a h 
le constant reminder that production is Then send in this coupon TODAY! 
being delayed (and that a production [a a no ee ep ip ee ee an | 
- worker may be deprived of one or more I Dictaphone Corp., Dent. Manes | 
a days’ employment). When the item has Lf 420 Lexington Ave., N. Y. 17, N.Y. 
e€ been returned to its proper location, : I would like: 0 A free Diactel and descriptive folder. QA TIME- 
C : ie i MASTER demonstration with no obligation. 
_ the tag is removed. It is filed with the | | 
5 * . om ” 
a original in a “Completed” file, and re- D C AP N e gis ; 
‘as tained for 30 days, for reference only. ; Compony | 
” While designed particularly for the CORPORATION | Street | 
sa use of a maintenance department, other Greatest name in dictation City & Zone State - . 
departments, such as tooling, inspec- PE Rs AT me A atari REPS Ck a 
| (Circle 205 for more information) 
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PLASTIC DESK 
FUNCTIONALS 


new! 
modern! 


functional! 


\\ @ M-150 
GLIDO ROLL-TOP 
STATIONERY 
CABINET 


GL35—GL46 § 


GLIDO ROLL-TOP 
CARD CABINET 


1@ RDT 
ROTARIAN 
LETTER TRAYS 


the Sthclnastes 


art steel sales corp. 
170 w. 233rd st., n. y. 63, n. y. 


(Circle. 241 for more information) 











RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELESCcoPic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 








EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten doys. 


RITE-LINE CORP. 1025—15th Street, N. W. 


Washington 5, D. C 
(Circle 232 for more information) 
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tion, and even office equipment storage, 
might profitably use this record. 

One plant engineer estimates an 
average saving of at least a half hour 
per day for each of his maintenance 
men since using this tag. 


lA 


J sepyige ete Oe Dace 


Illustrated parts order speeds 
service, eliminates confusion 








Plagued with parts orders from cus- 
tomers who were not quite sure which 
replacement parts they needed, the 
Cory Corporation, who make a variety 
of coffee brewers, was determined to 
find a simple solution to this problem. 
With 11. different types, sizes and 
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models requiring 26 parts which are 
not interchangeable, there was a good 
deal of uncertainty about many of the 
orders. 

Too often, a sales correspondent had 
to write to the customer asking for 
more information. Orders for a “bowl” 
or a “filter rod’”’ or a “handle” were 
more frequent than those for a “lower 
bowl for an automatic model ACB” 
and a “handle and neck band for Nicro 
model 1512B.” Even after the company 
wrote a letter, it was found that the 
customer, in many cases, did not know 
exactly how to properly describe the 
specific part needed. 

A simple questionnaire form, amply 
illustrated, has eliminated costly per- 
sonal correspondence, and has solved 
all problems of proper part identifica- 





Better materials mean 
LOWER LABOR COSTS 
in bookkeeping, too 





EDGER PAPER and index card stock is a 
tiny part of bookkeeping costs. So 

if quality paper and card stock will save 
time for people who work with them — 
you’re interested. Parsons papers and 
cards save time and effort in these ways: 


1. Made with new cotton fibers, they last 
longer and wear better, Your people 
will waste no time re-copying records. 

2. Precise controls in making paper, and 
sheet-by-sheet inspection, result in 
uniformity so none need be discarded 
for flaws. 

3. Cards and sheets are solid, not pasted 
together. They can’t split — and have 
to be replaced. 

4. Parsons surface reduces eye-strain. 
You can work on this paper longer. 

5. Erasing by scratcher, rubber or chemi- 
cals leaves a smooth surface, the same 
color. No need to replace a sheet or 
card — copying all earlier postings — 
because of erasures. 

6. Entries won't smudge or run on the fib- 
ers. You get neater, more legible work. 

7. Ledger paper in up to eight sizes, 
cards in up to four sizes, Both papers 
and cards in four weights. Paper in 
100% cotton fiber, 75%, 50% and 
25%. Cards in 100%, 50% and 25%. 
You can buy the sizes, weights and 
strengths for each job with economy.: 

8. Both paper and card stock in up to, 
seven matching colors. Use a different, 
color for each purpose or department. 
Get the efficiency of ‘“‘color-control” 
—less time wasted figuring out which 
copy of which record goes where. 


Helpful FREE Booklet on Selecting 
RIGHT PAPER For Each Job 


Get the “inside story’”’ of what makes 
fine paper fine — why it pays to specify 
a particular strength, weight and color for 
each record. The booklet is called “Paper 
and Index Cards that Wear Better and 
Last Longer’’. It tells how to buy paper 
economically. Glad to mail you one with- 
out cost or obligation. Why not complete 
and send the coupon below now? 
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PARSONS PAPER COMPANY 
DEPARTMENT 67 
HOLYOKE, MASSACHUSETTS 
Please mail me, without cost or obligation, your 
booklet on getting the right paper or card for 
each job 
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tion. ‘This new form is automatically 
mailed to any customer whose order 
for parts does not include sufficient 
identifying data. It was designed for the 
convenience of both customer and serv- 
ice department, enabling immediate 
clarification of parts orders, and result- 
ing in their immediate shipment. 
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Triplicate form provides credit 


information, curtails posting 


J. H. Ransom, Systems Service Mgr. 
Moore Business Forms, Inc. 


Niagara Falls, N. Y. 








Here is a simplified method of keep- 
ing accounts receivable records which 
will substantially diminish bookkeep- 
ing entries and ledger cards, 

Generally, charges are posted on cus- 
tomer ledger cards by hand or ma- 
chine, usually from a copy of the cus- 
tomer invoice. ‘This is done for pay- 
ments as well as credits. A monthly 
statement must then be prepared from 
ledger cards for customers. 

A lot of this work can be eliminated 
by filing three copies of the customer 
invoice, by name. ‘These copies then 
represent open charges, and no posting 
is necessary. If the account becomes 
past-due, one copy is mailed to the cus- 
tomer as a reminder. When payment 
is received, the invoice copies are re- 
moved from the file, and stamped 
me a 


date, one by customer. 


Then, one copy is filed by 


It is not necessary to make out any 
statements, as the extra copy is sent as 
a reminder, ‘Those amounts in open 
file at any one time, represent ac 
counts receivable. A “by-product’’ of 
the system is a credit information file: 
the paid invoice file, by customer, pro- 
vides a payment record for each ac- 
count, and is thus a source of credit 
data. The file is always current with- 
out excess time spent in entries, status 
on all accounts is immediately avail- 
able, and a trial balance can easily be 


calculated. 


want more information 

about keyed editorial and 
advertising material in this issue? 
Circle the key number, or key num- 
bers, on the Reader Service Card 
and fill in your name, address, etc. 
Postage is paid. 
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Important Extras 


At No Added Cost 
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How to Save Filing Space 
... and lots of it! 


Modern Filing with Rock-a-File Eliminates 
Filing Drudgery, Inconvenience and Lost 
Time. 
Yes, there is a way to modernize your 
filing set-up! And use less floor space in ; 
doing so! Rock-a-File, the revolutionary ls. Bhai. 5 é 
file cabinet with the side-opening com- 
partments makes filing faster, easier and Less Floor space 
safer, too, in up to 40% less floor space! 
With Rock-a-File’s side-opening com- 
partments which ‘“rock’’ open and shut 
without effort, two-thirds of the contents 
remain always within the cabinet —opened 


compartments project outward less than Easier Access 





























8 inches! And all of the contents are in- 
stantly accessible. 


Rocka File Can Save Up to 40% Floor Space 
It’s The Only Major Filing Improvement 


More Convenience 


ae Greater Safety 
In Over 50 Years ... See For Yourself (cree 23 for er Intrmation) 








These outstanding design and con- 





struction features combine to make ; a 

Rock-a-File the only file cabinet i = ea 
geared to today’s business require- 
ments of speed, ease and economy. 










ee 














| 
)) N MN \ Cut-away view showing unique suspen- 
: | | sion of compartments. Note that when 





Rock-a-Files can easily be securely joined to- 
gether in batteries, either side by side or back 
to back, Knock-out pins are located near the top 
on each side and at the back of each Rock-a-File. 







open, approximately two-thirds of com- 
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—<S partment remains within cabinet, leav- 





ing only slight projection. Because center 






| of gravity remains always within cabinet, 


Rock-a-File will not topple over—even 








Showing Rock-a-File’s exclusive 3-Point Self- 
Leveling Base. Because many floor areas are 
not truly level, unsteadiness is frequently a prob- 
lem when locating filing cabinets. With Rock-a- 
File’s novel 3-point support feature, it is self- 
leveling regardless of floor surface. 






with only top compartment loaded. 





































Compartment handles of satin-finish aluminum 
are wide and ample. Transparent plastic identi- 
fication label holders are exclusive snap-on type, 
easy to apply and remove. Labels remain clean 
and readily legible at all times. 











Improved follow block requires only one-hand 
operation. Full-hand grip action releases spring 
lock at rear, follow block glides easily in either 
direction to extreme ends of compartment, yet 
locks rigidly in desired position. 


STANDARD LETTER AND LEGAL SIZE ROCK-A-FILES 

















| Ez hh ~ 2 COMPARTMENT 3 COMPARTMENT 4 COMPARTMENT _ 
| | MODEL No. = 9122 Letter Size 9152 Legal Size 9123 Letter Size 9153 Legal Size 9124 Letter Size 
/ " COMPARTMENTS , — 2 3 3 4 
) | HEIGHT | 32%" . 38” 47 V4" 62%” 62%" 
) "WIDTH _ 28” 28” 28” 28” 
[| DEPTH 12%” 12%” 12%” 12%" 12%" 
[DEPTH OPEN ——iéi''” 20” 182” 20” 182” 





Rock-a-File’s patented “rocking” compartments Standard finish is attractive Satin Gray which harmonizes well with any office color scheme. 
are made possible by this unique suspension aA ; Model 9124 also available in Green finish. All models available with locks. 
principle. Suspension arm shown here, shifts 

center of gravity under perfect control as com- 
partment is opened or closed, whether com- 




















| (Circle 233 for more information) 
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THE MODERN ALL-STEEL FILING CABINET 


Makes Filing Easier, Faster, Safer - Uses Far Less Floor Space 








Rock-a-File’s revolutionary side-opening com- 
partments make filing faster and more efficient 
because each compartment “‘rocks’’ open to make 
its entire contents instantly accessible. More than 
that, Rock-a-File actually requires less floor space 
than old-fashioned drawer-type files! 

Rock-a-File compartments project less than 
eight inches when open, ‘“‘rock’’ open and shut 
effortlessly, and permit two or more persons to 
use the same file cabinet simultaneously. Al- 
coves, corridors, small corners and many other 
hitherto impractical locations become ideal filing 
space with Rock-a-File. 

And Rock-a-File is safe, too... gravity center 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


(Circle 233 for more information) 


A typical vault instal- 
lation showing 4-com- 
partment and 2-com- 
partment Rock-a-Files 
in tiers. 














A 2-compartment Rock- 
a-File in private office 
use. Note close position 
...no need for user to 
rise; just swing around 
in chair. 


Rockwell-Barnes Company 


35 E. WACKER DRIVE - 


CHICAGO 1, 


ILLINOIS 























Rock-a-File Cuts Filing Costs 
by Putting Idle Space to Work 


In hallways, alcoves, corridors, between 
eviike a Mune] Mmm oX-lallale Mc MMe -31 kel ah Avast ta = 
there is insufficient room to pull out a 
file drawer—Rock-a-File makes idle space 
filing space! 









A partial Uist of Only Has 
Rack-a-Yile users; ~ Side-Opening Compartments 


Waukesha Memorial Hospital 
Waukesha, Wisconsin 
Chicago Rawhide Company 


Chicago, Illinois ; 1 tae 
a The Modern Be ree 
G. D. Searle & Company & / 

0 file: 


? 7 ta. 


i pu i 





--- how Rock-a-File 







saves nearly 40% in 


costly floor space! 





Chicago, Illinois 


Union Asbestos & Rubber Company t 
Chicago, Illinois wd 
Robert Penn & Company 

Chicago, Illinois 
Oakwood College 

Huntsville, Alabama 








Pepperell Manufacturing Co ase _ ‘ka BRile’c Ye 
Geaeedlh, Alebome Be cause of Roc k-a File s rev 
Druid City Hospital olutionary side-opening com- 
uscaloosa, Alabama . er . , E 
ian ol Cateioeatn partments, the entire contents 
Department of Mental Hygiene of the cabinet are accessible at 
Sacramento, California : afi « E aan 
atiase Benes Campeny once—a compartments can 
Bristol, Connecticut be open at once, providing a 
Seaboard Air Line Railroad Company ‘ re 
Columbus, Indiana series of open shelves. The last 
International Harvester Company item in a Rock-a-File is as 
Motor Truck Division ‘ ‘ ; . 
Ft. Wayne, Indiana quickly accessible’as the first. 
Second Congregational Church -_ 
Holyoke, Massachusetts Rock-a-File compartments 
Institute for Trend Research - — . 
eaiecens Wiese Mamechice can remain open throughout 
Berteau Lowell Plating Works, Inc. the day. Filing and finding is 
Chicago, Illinois aata 7. 20 sre ic Ee 
U. 3. Navel Supply Depot faster because there is no need 
Bayonne, New Jersey to open and close drawers all 
Koppers Company, Inc 


ar Products Division day long. 
Pittsburgh, Pennsylvania 
E.T.4W.N.C. Transportation Co 
Chattanooga, Tennessee Diy 
Georgia Land Title Agency, Inc. 
Rossville, Georgia 
Alvin Industrial School District 
Alvin, Texas 
Trane Company 
rosse, Wisconsin *< 
Griffith Electric Supply Company 
Trenton, New Jersey 
Sweet Home Schoo! District No. 7 { 





Eggertsville, New York | a 
Winona National and Savings Bank < ip + ites 

Winona, Minnesota ~ w/N 
Convair ~ Oe 

San Diego, California | k iy | } 
Illinois Central Railroad ~ 


Chicago, Illinois 
Underwriters Laboratories, Inc. 
Chicago, Illinois 
Northwestern Railroad Company | 
Chicago, Illinois & 
Chicago Title & Trust Company ~ 
Chicago, Illinois ; 
Crane Company 
Chicago, Illinois 
McDonnell & Miller, Inc. 
Chicago, Illinois 
Harris Trust & Savings Bank 
Chicago, Illinois | | 
Griffith Institute & Central School f & . 
Springville, New York 
Atlas Powder Company 
Chattanooga, Tennessee 











Agnews State Hospital The area required for two 4-drawer filing cabinets is with aisle space for one person to pass, is 93” x 30” 
ae 76” x 30”—a total of 15.8 square feet. The area re- —a total of 19.3 square feet. The area required for 
Illinois State Normal University Z : é z 3 m 
Normal, Illinois quired for two 4-compartment Rock-a-Files is only two 4-compartment Rock-a-Files, with aisle space for 
Illinois Agriculture Auditing Association 57” x 28”—a total of only 11.1 square feet. one person to pass, is 69” x 28”—a total of only 


Chicago, Illinois 

Public Savings & Loan Association of Chicago 
Chicago, Illinois 

William Wrigley Jr., Company 
New York, New York 


Pan American World Airways System : 

Long Island City, New York \i 
Standard Rate & Data Service, Inc. 

Evanston, Illinois Wr, 
Compensation Research Bureau, Inc. ii 


The area required for two 4-drawer filing cabinets, 13.4 square feet! 
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for free descriptive folder... learn 









Chicago, Illinois 
Central of Georgia Railway Company 
Macon, Georgia 
State Farm Mutual Automobile Insurance Co. 
Bloomington, Illinois 
Second National Bank of Philadelphia 
i Philadelphia, Pennsylvania 
| Smith, Kline & French Laboratories 
| Philadelphia, Pennsylvania 
Griffin Grain Company 
Chicago, Illinois 
Southern Pine Electric Cooperative 
Brewton, Alabama 
The Moffat County State Bank 
Craig, Colorado 


how Rock-a-File can save time, space and costs in your business. 


(Circle 233 for more information) 
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| Rockwell-Barnes Company 35 E. Wacker Drive * Chicago 1, Illinois 
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THIS MONTH'S EXPERT 


Robert L. Peterson 


Business Management Service 
University of Illinois 


This is an actual case study, 
presenting a management prob- 
lem which was found to exist in 
an Illinois business firm and the 
manner in which the problem 
was studied and finally solved. It 
is one in a series selected and 
compiled by the Business Man- 
agement Service staff (a) for use 
as a teaching aid in the College 
of Commerce and Business Ad- 
ministration, and (b) as a serv- 
ice to business firms. 

The Business Management 
Service is designed to help busi- 
nessmen operate more efficiently 
and profitably by making avail- 
able to them the latest informa- 
tion and research in “‘theoreti- 
cal” business. It takes the find- 
ings of students of business at 
the University and digests them 
into a concise form that the 
time-conscious businessman can 
profit from in his day-to-day 
operations. 

The Business Management 
Service presents business infor- 
mation through individual coun- 
seling, extension courses, a 
library and research service, cor- 
respondence with businessmen, 
and through a publication pro- 
gram. 
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for selecting industrial personnel 


wm An electrical equip- 
ment manufacturing plant in central 
Illinois, which employs approximately 
1200 employees, has undertaken an 
aptitude testing and selection program 
covering 1000 parts assembly jobs, all 
of which are filled by women. Employ- 
ees in these assembly jobs are paid a 
guaranteed wage, whether or not they 
meet the production standard, and are 
given bonus compensation for any 
units produced beyond the production 
standard. 

Prior to the time aptitude tests were 
installed, employees were selected by 
means of brief interviews and a routine 
check of past employment records, This 
method, however, was not proving sat- 
isfactory as training and turnover costs 
were high and many employees were 
producing at sub-standard levels. 

At the time the plant was organized, 
management anticipated that a certain 
percentage of assembly workers would 
fall below the standard rate of produc- 
tion set by time study engineers. In 
order to meet this production de- 
ficiency, “make up cost” was budgeted 
at 4.8% of direct labor costs for assem- 
bly workers. (“Make up cost” repre- 
sents the difference between actual and 
standard performance. The company 
must “make up” this difference when 
employees produce below the standard 
rate.) 

Employee production records, which 
were studied in detail covering a one 
week period, indicated that of the ap- 
proximately 800 assembly workers em- 


ployed at the time, 283 were producing 
below the standard rate of production. 
The company’s “make up cost” for the 
week covering this sub-standard pro- 
duction amounted to $1,863, or 7.7% 
“Make up 
cost” was thus running considerably in 


of the assembly payroll. 
excess of the budgeted figure. 


A Survey Gets Underway 
Management decided that something 
must be done, and a search got under- 
way for someone in the plant who 
might be given the problem as a spe- 
A 43 year 
old Plant Foreman was finally selected 


cific assignment to solve. 


for the task—a man who had a back- 
ground of 20 years in plant work, who 
was thoroughly familiar with the parts 
assembly operations, and who was 
known for his ability to survey and ana- 
lyze a problem. 

The Plant Foreman approached the 
problem by preparing a personnel card 
on each assembly worker whose produc- 
tion was below standard. He then vis- 
ited each worker on the job and talked 
with both the supervisor and each em- 
ployee in an effort to determine why 
the employee’s performance was below 
standard. At first it appeared that pos- 
sibly the production standards were too 
However, the Plant Fore- 
man rechecked the standards on all as- 


demanding. 


sembly operations, and found them to 
be reasonable and fair. 

As the survey continued, it became 
apparent that a surprising number of 
these employees seemed to be lacking 


in the basic ability to perform the as- 
sembly tasks expeditiously. Various 
employees were observed as_ they 
worked on the assembly line, and it was 
seen that certain employees, no matter 
how hard they tried, were deficient in 
their capacity to produce at the stand- 
ard rate. 


Aptitude Testing Established 


Accordingly, management directed 
that an aptitude testing and training 
program be installed for the purpose 
of (a) obtaining a better selection of 
personnel at the time of employment, 
and of (b) providing organized train- 
ing for employees. The Plant Fore- 
man was promoted to the position of 
Foreman of Training and was given 
the responsibility for developing the 
testing and training program. 

The Foreman first analyzed the as- 
sembly process, and determined that 
ten basic tasks were involved. 


Selecting the Tests 


Based on his familiarity with these 
tasks, the Foreman reviewed the types 
of manual-visual exercises which would 
demonstrate the aptitudes of prospec- 
tive employees for each of the tasks re- 
quired in the assembly process. Sev- 
eral standardized tests of mechanical 
aptitude and skills were studied, in- 
cluding the following: 

O’Connor Finger Dexterity Test— 

this test uses a metal plate with two 

sections, one part containing a re- 
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SORTING! 


CORBIN Mail Handling equipment 
saves time — reduces cost. Used in 
the majority of U.S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 


CORBIN’S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 
woods. Joints are dovetailed and glued 
All surfaces are smooth sanded and var- 
nished or lacquered. Shipped to you 
assembled, complete with hardware. 















Capacity and 
arrangement as 
required for 
your specific 
needs. 





CORBIN OFFERS WIDE 
VARIETY OF MAIL ® 
ROOM EQUIPMENT 


* Work Tables 

* Key Cabinets 

* Storage Cabinets 
* Sorting Tables 

* Bulletin Boards 

* Portable Tables 














j Corbin Wood Products Division Dept. 9? ~~ 7 

The American Hardware Corp. I 
| New Britain, Conn. | 
| Please send illustrated literature and prices | 
}o Corbin mail handling equipment. | 
| ON a en | 
| Firm ; | 
| Address... Epa Saat ible sciaabdice | 
‘ 


(Circle 203 for more information) 





cessed tray holding brass pins and 
one part containing 100 holes, into 
each of which must be inserted 
three pins which must be picked up 
with one hand. ‘This test has value 
for selecting personnel for work in- 
volving grasping and manipulations 
of small objects. 

Minnesota Rate Of Manipulation 
Test—this test uses a tray of 60 discs 
which are yellow on one side and red 
on the other. The person being 
tested must place and turn each indi- 
vidual disc. “This test gives an in- 
dication of hand and arm speeds. 
Revised Minnesota Form 
Board Test 


per test containing 64 disarranged 


Pape) 
this is a pencil and pa- 


geometric figures. The person tested 
must mentally assemble the figures 
to correspond to one of several as- 
sembled figures which are shown. 
This test has been found useful in se- 
lecting some types of semi-skilled 
workers. 

Purdue Pegboard Test 


a pegboard and trays of pegs, col- 


this test uses 
lars, and washers. Pegs must first be 
inserted, and pegs, collars, and wash- 
ers must then be assembled. This 
test measures separately the skill of 
the right hand, left hand, and of 
both hands together, and has proved 
to be a good indicator of manipula- 
tive dexterity. 

MacQuarrie Test for 
Ability—this is a pencil and paper 


Mechanical 


test which contains several sub-tests 
measuring speed in (a) record trac- 
ing, (b) record tapping, (c) record 


dotting, (d) record copying 


fF, (e) YEC- 
ord locating, (f) record blocking, 
and (g) record pursuit. This test 
has been found useful in selecting 
workers for manipulative tasks in- 
volving eye-hand coordination, 
After study, the complete Purdue 
Pegboard ‘Test and Sections (a), (b), and 
(c) of the MacQuarrie Test were adopt- 
ed. Accordingly, a testing room was 
set up in the Personnel Department. 


Validating the Tests 

When the tests were received, plans 
were made to administer the tests to 
100 assembly workers whose production 
was representative of the group as a 
whole. ‘These employees, brought to 


the testing room in groups of six, were 


told that their cooperation was needed 
in helping the company determine 
what tests were most suitable for select- 
ing assembly workers. ‘They were made 
to feel an important part of the test 
planning program and were told to do 
their best on the tests. 

After both tests had been adminis- 
tered, and scored by the Supervisor, the 
results on the two tests were consoli- 
dated into a single numerical score for 
each employee, 

The individual scores of the 100 em- 
ployees were then plotted and alpha- 
betical rankings were arbitrarily deter- 
mined. ‘The percentage distribution 
for the 100 employees was found to be 
as follows: 

A. 10%, Co toe 
B. 719, D. 4° 
lo examine the validity of the tests 


( 


( 


as an indicator of aptitude for assem- 
bly work, individual scores were com- 
pared with on-the-job production rec- 
ords. ‘There was, with few exceptions, 
a high correlation between test scores 
and production records. It was found 
that employees with test ratings of B 
or better had fairly consistently met the 
standard level of production in their 
day-to-day performance, and that em- 
ployees with test ratings of B minus 
and below were quite regularly pro- 
ducing below the standard rate. “The 
Foreman had thus partially proved to 
the satisfaction of management that the 
tests were valid indicators of assembly 
work performance. 


Further Validation 


In order to prove further the validity 
of the tests, it was decided to admin- 
ister them to the next 100 persons who 
applied for assembly jobs, and to em- 
ploy the applicants regardless of their 
test scores in order that their success on 
the job might be correlated against test 
scores. ‘This was done, and scores were 
plotted in the same manner as before. 
Surprisingly, the percentage distribu- 
tion of these scores was very similar to 
the distribution of scores covering the 
100 representative employees who were 
previously tested: 


A. 9% Cc. 14%, 
B. 65%, D. 2% 


For five weeks the produc tion records 
of these new employees were main- 
tained, and at the end of that period 





results were tabulated. The progress 
of these new employees during the first 
five weeks can be seen on the following 
graph. 

As shown in Graph I those employees 
whose test scores placed them in the A 
group started producing at a high level 
at the very beginning, and at the end 
of the fourth week they had almost 
reached 100°, efficiency. ‘Those in 
group B started at a somewhat lower 
level and, while their performance 
continued to improve, they did not 
reach as high a level at the end of the 
fifth week as did those in the .\ group. 
Those in the C group started at an 
even lower level and, as shown, failed 
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Graph | shows the value of 
aptitude testing (see above) 





to progress as well as those in the A 
and B groups. 

As the Foreman and Management 
were now convinced of the value of 
these test scores in selecting workers for 
assembly tasks, there was now the prob- 
lem to be faced of deciding what to do 
with the many workers already on the 
job who apparently lacked the requisite 
skill to produce at the standard rate. 
It was decided that each employee 
should be given every opportunity to 
improve, but, that where continued 
sub-standard performance _ persisted, 
dismissals would be made. 

The aptitude testing program was 
placed in effect and thereafter only ap- 
plicants scoring B or better were em- 
Sub-standard 


ploye d. performance 


methods 





among assembly workers began to de- 
cline almost immediately. 


Use of Progress Cards 


Although it had been planned to es- 
tablish an organized training program 
for new workers, in addition to the test- 
ing program, the latter program proved 
so successful in raising the general com- 
petence of workers that a formal train- 
ing program was never developed. 
However, the Foreman did develop a 
system of training and progress cards 
covering all assembly workers. These 
progress cards, each of which covered 
a 20 week period, were distributed to 
foremen quarterly with instructions 
that the cards be maintained on a cur- 
rent basis, that production figures be 
discussed with employees each week, 
and that training time be devoted to 
sub-standard producers. 

The progress card, which is 8” x 5”, 
bears on one side a chart on which the 
assembly foreman plots graphically the 
average production of the employee for 
each week. This gives the assembly 
foreman as well as the employee an op- 
portunity to observe the production 
curve, week by week. On the reverse 
side of the card there are spaces to be 


filled in by the assembly foreman at 
the end of the quarter when the card is 
turned in to the Personnel Office. At 
that time, the assembly foreman, using 
the code E for Excellent, G for Good, 
F for Fair, and P for Poor, rates the 
employee on various elements, includ- 
ing the following: 

Attitude 

Quality 

Safety and housekeeping 

Cooperativeness 

Fairness 

Rate of production 

Use of this card is proving most ef- 
fective in helping plant foremen train 
new workers, in helping management 
achieve a better control over employees’ 
production, and in stimulating em- 
ployees to higher work goals. 


Results in Employee Performance 


What have been the results of this 
use of aptitude tests and progress cards? 
Production records show that a sub- 
stantial improvement has been realized 
in the performance of assembly work- 
ers. The following graph shows the 
decline of “make up costs” covering the 
first 16 weeks after aptitude tests and 
progress cards were adopted. m/m 





Percent of Cost of Substandard Performance 


in Relation to Direct Labor Costs 


Per 
Cent 


Weeks 1 . 2. = #4 = 3 
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We don’t know everything... 


the Tickometer can be used for! 
And we learn new uses every day. 

For years, banks have been 
depending on the Tickometer to 
count currency, accurately as well 
as quickly. We know that baseball 
parks and theatres count tickets 
with it. Cafeterias use it to count 
checks; clothing manufacturers for 
jobtickets; soapcompaniesfor cou- 
pons; department stores for sales 
slips, railways and bus lines for 
transfers; and others for 
counting checks, invoices, 
paper forms. 

We do know that if you 
| want things counted, the 
Tickometer will do it, five 
to ten times as fast as 
manual counting— 
up to1,000 paper 





It can be optionally equipped to 
mark, imprint or “‘rubber stamp,” 
too. Food and drug firms, for 
example, use it to code labels. 
Others use it to date-stamp and 
endorse checks and other items. 


Ir feeds and stacks automati- 
cally, records both full and partial 
runs, never makes a mistake. 

The Tickometer takes the place 
of slow and tedious hand counting 
and rubber-stamping, gets faster 
facts and production, saves time 
and payroll hours! Since it is 
rented, never sold, the Tickometer 
requires no investment...and 
service is available from 93 Pitney- 
Bowes branches. 

Call the nearest PB office for a 
demonstration—or send coupon 


itemsaminute! for free illustrated booklet! 
' 
; PITNEY-BOWES, Inc. 
4573 Pacific St.. Stamford, Conn. 
— PITNEY-BOWES ' Please send free illustrated 
Tickometer booklet to: 
Tick ter | 
= 1¢ ome : PA... inncciniissinaibiostindainiemntinititesdiacaainceammpiaed —_ 
. ° '‘ 
Counting, Imprinting Machine fe nee 
Made by the originators of the postage meter : 
.. offices in 93 cities in U, S. and Canada. 8 Address 
(Circle 228 for more information) 
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. In the fall of 1951 we 
were faced with the task of retabbing 
for selection our entire mailing list 
15,000 
It was estimated that it would 


numbering 
plates. 


approximately 


require many months to complete, and 
at the end of this time, we would still 
not have the flexible selection we 
With the knowledge that 
there were periods on the accounting 
machine which were not being used, 
we decided to use cards instead of the 
plates. 

We reproduced our Accounts Re- 


ceivable 


wanted. 


master cards into the new 
cards for customer mail addressing. 
These contain the customer’s name, ad- 
dress, city and state, alphameric code 
and salesman 
starting point. 


number giving us a 
To this group of cards 
we added the names of prospects to 
whom we had not sold, and eliminated 
those customers to whom we had sold 
only small amounts, or who were not 
regular buyers of our products. Next, 
using the control cards for the plates, 
personnel names were punched in the 
“attention of’ cards, and the selection 
of advertising literature mark sensed 
on the card. After this punching was 
completed, the cards were filed to- 
gether alphabetically by salesman, and 
checked against the salesman file. 

The primary reason why the type of 
mailing is indicated by “I’s” spread 
across the card, rather than vertically 
in fewer columns, is to be found in the 
selection of cards to be used for any 
one mailing. Another reason is that 
addition in the accounting machine is 
much simpler. Selection of one col- 
umn or any combination of columns 
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By William J. Askins 


to be used is done on the collator using 
the attached diagram with which, using 
both feeds, only the “attention of” 
cards desired (I's) are selected leaving 
cards (Q’s) 
and all the address cards (X) together. 
A second run through the collator 
pulls out the master cards to match the 


unselected “attention of” 


selected “‘attention of” cards. 

With this list on cards, a complete 
listing of the names and addresses, per- 
type of being 
mailed can be given each salesman for 
his information and for correction. 
Counts for various combinations and 
groupings can be taken on the account- 
ing machine without disturbing the 
file, by selecting “NX” cards, resulting 
in a more accurate ordering of expen- 
sive advertising literature. 


sonnel and material 


Edgecomb Steel Co. 


The next problem arising was how 
the address was to be put on the mail 
A bill feed was not consid- 
ered because of restrictions on the size 


ing piece. 


and weights of envelopes and interfer- 
ence with normal machine operations. 
We finally decided on two types of ad- 
dressing methods. 

blank 


address is 


For window envelopes, a 
stock-form is ‘The 
placed so that one end of the form 
can be folded back one inch on our 
folding machine. This fold is hooked 


used. 


over the mailing piece before it is 
inserted in the envelope, and in this 
way the slip is prevented from moving. 
It also makes it possible to use the same 
size slip on various length envelopes. 
For large mailing pieces and special 
print the 


announcement cards, we 








ARCHER MFG CO 
123 S BROAO ST 
PHILA 2 PENNA 
ATT MR FRANK ARCHER 



































Name and address are printed on a blank stock-form which is then folded on the left end and 


hooked over mailing piece. 


names and addresses on gummed 
perforated every 
For large mailing volume, a 


mailing machine starting in price at 


labels, 374” wide, 


inch. 


about $2,500.00 would have been ideal 
for the application of the label to the 
envelopes. However, since our volume 
did not warrant such an expenditure, 
we selected a mailer selline for less 
than $100.00 and adapted it for use 
with the gummed tape. This adapta- 
tion consisted of substituting a wick 
for the paste roller, a metal plate to 
prevent the splashing of the water and 
increasing the spring tension on the 
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Gummed labels for large mailing pieces 


feed rolls. Details of these changes 
have been furnished to the manufac- 
turer. With a little practice a clerk 
is now applying these labels at the rate 
of 2,000 an hour. 

While the above application of writ- 
ing addresses is essentially an improper 
use of the accounting machine, it may 
well be worth considering in installa- 
tions where there is available unsched- 
uled machine time at irregular inter- 
vals to handle this type of work. Lists 
can be run in carbon for repetitive 
mailing at short intervals, or in ad- 
vance within the limits of accuracy. 

The ‘attention of” 
used to record information on. sales 
volume, as a record of number of calls 


card could be 


made by salesman, to record returns on 
some types of mailing, or other sales 
information. The 
the above information on this card 


incorporation of 


could be a vital tool for the evaluation 
of sales effort against sales results. m/m 
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To give you the 
form that’s right 


for YOU takes a 
Your al SAG ... 10W NOOes Call lot of planning ! 


3 
/ 1 Pp ) yo UJ ) la n i t Specialized form engineering and 


experience are needed to turn out 









the form you need that will in- 
sure efficiency, smooth work flow, 


better control, and cost reduction. 
MOORE SYSTEMS REPRESENTATIVE : , 


Moore's field and 
factory staffs work 
as a team to give 
YOUR forms fine 


technical supervision. 


<X Moore’s SYSTEMS REPRE- 
a SENTATIVE has a wide background 
of applications experience. His 
practical suggestions are always 
. gh Pen = at your disposal. 


¥. 


<< Moore’sS SYSTEMS SPECIAL- 
IsTS make a complete analysis of 
your business operation to recom- 


mend the system you need. 


MOORE APPLICATIONS SPECIALISTS MOORE FORMS DESIGN SPECIALISTS 
<x MOoRE’S APPLICATION SPE- 
CIALISTS use the analysis to work 
out specific forms suited to that 


system. 


=X Moore’s FORMS DESIGN SPE- 
CIALISTS plan and create dis- 
tinctive layouts of the suggested 
form. 

MOORE PRODUCTION SPECIALISTS 


—_—_—_—— << The stage is then set for 
; 


MOORE’S PRODUCTION SPECIAL- 


ists who plan the specifications 
and procedures that give you the 
forms exactly right for your 


operation. 


(Circle 220 for more information) 





H's facilities like Ma CRIM Ca UT) MUO SOT 


a we constructing the form that’s right for you 
MOORE customers 


happy 


Moore facilities are big, modern, 
strategically located throughout 
the United States and Canada... 
staffed with specialists to help You 
with your forms and systems 
problems. Many types of presses 
and equipment, plus skills, close 
by to give you the form or sys- 
tem that’s exactly right. 

It's Scheduled Hundreds of special 


presses are available. Careful pre- 
planning insures use of the right press 
for the particular construction. 


Artwork Is Prepared Clear. sharp 
images in reproduction assure a bet- 
ter form. Special artwork is prepared 
to “sharpen” headings, trademarks, etc. 


It's Setin Type Expert compositor: 

set type by hand or by a battery of 
machines—then type is assembled for use 
as reproduction copy. 





4 Over 300 offices and factories 


across U. S. and Canada— 





with highly trained repre- 
sentatives and specialists. 


<< Manufacturing facilities for 


building special equipment 


used in producing various 
constructions of forms, sales 
books, fanfold, etc. 


Carbon plants to produce 





carbon paper products for 
your special needs. 


Specialized manufacturing 
ylants co-ordinated for pro- : 
I I It's Proofread Forms are proofed— Copy Is Reproduced Photographic Plates Are Made Special plates 

then carefully checked for complete negatives or special matrices, for that give detailed legibility of the 
accuracy, setup, appearance. Another plating, are made by Moore’s own proc- form are prepared. Good plates mean 
step in holding to Moore high quality. esses from the reproduction copy. clear, sharp printing and a better form. 


duction of a wide range of 
forms and constructions. 


Integrated. staffs of research, 
product development, engi- 
neering, and production 
specialists. 


Their experience and “know 
how” are geared to give you 
the form, construction and 
system best suited to your 
needs, 


Is billing a bottleneck? Need a 
better cash sales control? Want 
to eliminate extra forms? Using 


Presses Roll Your forms are printed Forms Are Finished Printed rolls Final Inspection Careful checking 

in continuous rolls or in packs, on or packs are cut, folded, bound, pad- before shipping is a Moore require- 
high-speed presses specially made by ded to meet specifications. Moore sets ment. This insures correctness of form, 
Moore for various constructions. the standard in manufacturing efficiency. paper stock, binding and folding, etc. 


a complicated system? Moore 
has the facilities, specialized 
knowledge, and experience to give 
you the form or system that will 
save time, cut costs and speed 
operations. 


(Circle 220 for more information) 








Which of these 9 key operations 
is a bottleneck in your business ? 


I BUYING ... Is your follow-up 
system bogging down? Need a sys- 
tem to get vendor’s data on shipping, 
routing, prices? The Moore man can 


help you! 


4 PRODUCTION ... Having 
trouble integrating machines, depart- 
ments and materials? Under-pricing 
because of skimpy production costs? 
The Moore man can help you! 


] BILLING... Back orders shipped 
without billings? Hard to keep ledger 
cards current with customer pur- 
chases? Cycle billing bogging down? 
The Moore man can help you! 


There’s a MOORE 


Book Forms Single or multiple- 
copy forms bound in books. Ap- 
plicable to every operation where 
handwritten forms are desirable. 


Carbon-ready Statements 

Folded sets of 1-, 2-, or 3-part 
statements interleaved with one- 
time special carbon. Accurate side 
fold for precision alignment with 
columnar ruling on ledger card. 


Continuous Fanfold Forms All 
parts of set are printed on one 
wide web of paper, folded fanwise 
on perforations between each part. 


Cy Interleaved or non-interleaved. 


2 RECEIVING . . . Missing out on 
“freight allowed” charges? Incom- 
plete deliveries being checked “okay”? 
Damage claims not followed up? The 
Moore man can help you! 


“ SELLING ... Troubled with 
altered orders? Extra writings and 
forms needed on “will calls’—“lay- 
aways —deferred payment purchases? 
The Moore man can help you! 


8 COLLECTING ... 
payments causing a record problem? 
Accounts aging too long without 


Installment 


follow-up? Cash transactions too 
slow? The Moore man can help you! 


<—r~ Register Forms and Registers 

7 /) A combination for handwritten 
systems that insures speed, efh- 
ciency, and positive control. 


Continuous (Open-side) Forms 
Single or multiple-part forms, per- 
forated between sets, and collated 
into packs. Interleaved with one- 
time carbon, or non-interleaved. 


Continuous Marginal Punched 
Forms Open-side or fanfold 
forms, supplied with control 
punching at right, left or both 
margins, for ‘use over aligning de- 
vices on typewriters or automatic 
writing machines. 


a pene 





3 STOCKKEEPING .. . Shortages 
catching you unawares? Tool crib 
being raided? Inventory data obsolete 
when received? Take too long to get 
parts? The Moore man can help you! 


6 DELIVERY ... Do bills of lading, 
labels, packing lists require separate 
writings and forms? Are outside haul- 
ers getting receipts—billing you cor- 
rectly? The Moore man can help you! 


g DISBURSING ... Missing out on 
discount dates? Extra record work 
required when paying wages in cash? 
Clerical staff out of proportion to 
work? The Moore man can help you! 


business form for every form of business 


Speedisets Complete sets of 
forms with carbons and copies 
held together in single units. Sim- 
ple snap permits instant removal 
of carbon. 


(Circle 220 for more information) 
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These ‘extras help 
you get a more 
efficient form 


Demonstration Forms—for 
“on-the-spot” tests with your 
own equipment under actual 


operating conditions. 


Analysis Charts—to help you 
plot your system for study and 
efficient redesigning of forms 


late MY Zola Mitel A 


Carbon Samples—to get the 
right carbon for the job and the 


method of writing the forms. 


Systems Surveys—showing 
new methods used by ‘others 
to simplify operations and in- 


crease efficiency. 


System Analysis—your own 
problem analyzed by system 
specialists and the right forms 


recommended. 


Form Sketch —the form 
“planned” to give you the right 
answer to your operation 


Yes sitalve & 


Paper Samples —to insure cor- 
rect weight, size and color for 


your form. 


Field Specialists — who main- 
tain liaison between Moore 
research, production and plan- 


ning specialists and you. 








Moore forms help Here are examples of how a MOORE 


these companies 


to operate more planned system SAVED TIME...CUT COSTS! 


efficiently: 


FEDERAL RESERVE BANK 

REXALL DRUG COMPANY 
SOCONY-VACUUM OIL COMPANY 
WESTINGHOUSE ELECTRIC COMPANY 
E. 1. DU PONT DE NEMOURS & CO. 
PEPPERELL MFG. COMPANY 
WALTHAM WATCH COMPANY 

F. W. WOOLWORTH COMPANY 
GENERAL ELECTRIC COMPANY 
SYLVANIA ELECTRIC PRODUCTS, INC, 
BROWN & SHARPE MFG. CO. 

BULOVA WATCH COMPANY 


GOODYEAR TIRE & RUBBER CO. 





FIRESTONE TIRE & RUBBER CO. 


ae 


DIAMOND TCH COMPANY 


Ruut 


AMERICAN BRASS COMPANY s 
MCKESSON & ROBBINS, INC. 
YALE & TOWNE MFG. COMPANY 
AMERICAN AIRLINES 

BAUSCH & LOMB OPTICAL CO. 
COLUMBIA BROADCASTING Co. 
NATIONAL BROADCASTING CO. To} A's 30) BACK ORDER PROBLEMS I 
AMERICAN TELEPHONE & TELEGRAPH 
CITIES SERVICE OIL COMPANY 
METRO-GOLDWYN-MAYER 

REPUBLIC AIRCRAFT 

EASTMAN KODAK COMPANY 





MONSANTO CHEMICAL COMPANY 


PAN AMERICAN WORLD AIRWAYS 





> 


NEW YORK TIMES 
RAILWAY EXPRESS AGENCY, INC. 


SINCLAIR REFINING COMPANY SERVICE FOUR TIMES FASTER ! 


UNIVERSAL PICTURES 


DEPOSITS 


BORDEN COMPANY 

KRAFT FOODS COMPANY 

QUAKER OATS COMPANY 

MONTGOMERY WARD & CO. 

REVERE COPPER & BRASS, INC. 
STUDEBAKER CORPORATION 
INTERNATIONAL HARVESTER COMPANY 


BAUER & BLACK 


ee Pesrmre «ass There’s a MOORE Man near you! 





PULLMAN COMPANY 
PET MILK CORPORATION 

NEW YORK CENTRAL SYSTEM 

GENERAL MOTORS CORPORATION § 
20TH CENTURY-FOX FILM CORPORATION 
JOHNS-MANVILLE CORPORATION 

THE TEXAS COMPANY 

STANDARD BRANDS 

WESTERN UNION TELEGRAPH CO. 

P. LORILLARD CO., INC. 

LIGGETT & MYERS TOBACCO CO. 





FORD MOTOR COMPANY 
AMERICAN TOBACCO COMPANY 
DENNISON MFG. COMPANY 


(Circle 220 for more information) 





GET 


Tells how to 


CUT COSTS—SAVE TIME 
ON FLOOR MAINTENANCE 


Explains the different characteristics, uses and 
installation of every type of floor. Tells how to 
recondition old floors. Shows how to maintain 
your floors easily and economically . . . how to 
give them more beauty, longer life with the 
Multi-Clean Method. 


WRITE TODAY FOR YOUR COPY! 


MULTI-CLEAN 


2277 Ford Parkway 








St. Paul 1, Minnesota 
Dept. MM-6 


(Circle 221 for more information) 








BIND YOUR OWN 


SHEETS OR BOOKLETS 
NEW Improved 
TAUBER PLASTIC BINDING KIT 


Plastic bind any typed or printed 
reports, presentations and photo- 
graphs in seconds. Bind right at your 
own desk at practically no cost. 


with the 


The Tauber Plastic Binding Kit TAUBER-TUBE 
consists of a beautiful punching 
machine and over 150 colorful 


Tauber Plastic Tubes. PERMANENT 


ig 


FOUR WEEK 
MONEY-BACK 
GUARANTEE 


TAUBER PLASTICS, INC. 


200-M HUDSON ST. @ NEW YORK 13, N. Y. 






















(Circle 245 for more information) 
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Eliminating some small order costs 


THNUUUOOUAYOUUNUULAOAALAHOLHLHHHHHHTN he cost of processing small orders 
amounting to only 5% of gross sales can run as high 
as 40°, of the total cost for all orders. The elimina- 
tion of all small orders would result in substantial 
savings, but this drastic solution is often impractical. 
An effective answer is to reduce both the number and 
the handling cost of small orders, 

Select a representative period of normal business 
activity, and total all the expenses for that period di- 
rectly related to order filling (including a portion of 
Divide this figure by the number 
of orders filled in that same period to get the average 


general overhead). 
handling cost per order. If the average cost per or- 
der is $8.00, and the operating margin is 20°, any 
order for less than $40.00 will result in a loss. 
Institute a service charge to cover the actual extra 
cost of handling. 
minimum order size, based on 


Establish a your 


break-even point. Consider, however, whether such 
minimum might jeopardize your source of potentially 
large accounts. 

Turn all small orders over to wholesalers for 


total 


proc- 
if the 
wholesaler will continue to push the same products. 


essing. There is no loss in coverage 

Try to drop those items for which orders are in- 
frequent and turnover slow. Production savings will 
also result from such move by eliminating short runs. 

Cash bonus incentives to salesmen and quantity dis- 
counts to customers encourage large orders. 

Simplify accounting entries by combining small 
orders under several broad headings instead of post- 
ing them individually. 

Pre-print order blanks with your products listed 
in the order of their location in the warehouse to fa- 
This also lends itself to en- 
couraging orders by mail thus saving salesmen’s time. 


cilitate order picking. 
- 


Ship small orders on regular shipping dates only, 
and don’t ship small orders at customer’s convenience. 
This encourages regular ordering of large quantities. 

Packaging in smaller units will save the expense of 
breaking up and repackaging standard size lots. m/m 
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Surely there are a number of important clerical 
operations in your office which could be done 
more efficiently and economically by punched 
cards and high-speed machines. 


For instance: a monthly sales analysis; a com- 


plicated payroll; or some other kind of tabulating 
or statistical job. 


But the difficulty is this: To do these jobs well 
in your office would require an extensive machine 
installation for which you would pay FULL-time 
rental, and receive only PART-time benefits. 


What can you do? 


The answer is simple. We maintain a complete 
installation of modern punched card equipment, 
and you pay us only for the time our machines 
and their competent personnel are working for 
you. 


Ideas for you? 


Discuss your problem with us and let us show 
you what we have been able to do for others—no 
obligation, of course—write or call. 


RECORDING & STATISTICAL CORPORATION 


CHICAGO - BOSTON - DETROIT - MONTREAL - TORONTO 


100 Sixth Avenue, New York 13, N. Y. 
WoOrth 4-8326 





(Circle 248 for more information) 
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PACKING SLIP 
MEMORANDUM 


SHIPPING ORDER 





STRAIGHT BILL OF LADING | 
ORDER-BILLING COPY 
TRAFFIC CONTROL | 
. CUSTOMER'S COPY 
SALESMAN’S SHIPPING COPY _ | 


SALESMAN'S COMMISSION 
FILE COPY 
DUPLICATE INVOICE 


ORIGINAL INVOICE 


Li WA _ eacrouy HO 
Ae nile, CYWUMUN 15976 
VL UM Bt > trprr 


e MIS SISS 


One Writing! 


@ For better control of your 
Order- Invoice - Shipping Sys- 
tem, write all records at once. 
Save time and money ... elim- 
inate copying errors... assure 
proper billing. You can get 
control quickly with a Hano 
Form like this 13 part combin- 
ation Snap-a-Part set. 


| 
| 
| 
| 
| 
| 














TELL US YOUR PROBLEM... 


. +. we'll send you samples showing how 
others, with the help of a Hano Dealer or 
a Hano man, solved a similar problem. 
Remember, there’s a Hano Form 
fitted to your exact needs. 






PHILIP 


HOLYOKE, 
(Circle 239 for more information) 
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Thinking of bringing 


out a new product? 


Mii TF A recent nation-wide survey by Hil- 
ton and Riggio, advertising agency, 200 leading pack- 
aged goods manufacturers were polled on the prob 
lems of introducing a new product. 

It was found that after a new product is released, a 
pattern is established. There is an initial “splurge” 
stage, during which sales to both trade and consumers 


The 


opinion from this success, and is unprepared when 


are very good. manufacturer obtains a_ false 
trade and consumer curiosity wanes, and there is a 
resultant drop in sales. 


The 


period, management is tempted to label their product 


survey showed that during this “let-down” 
a “dud” and spend no more money on its promotion. 
Actually, however, this is the proper time for study 
and research of the product’s merchandising and ad- 
vertising. Precisely because of this pattern phenom- 
ena, test markets should be selected, and the product 
subjected to various types of merchandising, promo 
tion, and advertising, 

\ test market operation is preferable to a national 
one. It is easier to check consumer reaction, since the 


effort is concentrated and not weakened. Controls 
are also more easily established, and the results more 
easily measured. 

Here is a sampling of some of the particular ques- 
tions asked during the survey, and management’s 
answers percentage-wise: 

“Is your company contemplating the introduction 

of new products?” 

84! s said “Yes” 

16% said “No” 
“Was the cost of launching a new product more 
than you anticipated?” 

70°% found costs higher 

24°% found costs as anticipated 

6°% found costs lower 

“Did the product require more time to launch than 

anticipated?” 

70% said “Yes” 

30% said “No” 
Based on the last two responses, seven out of ten new 
products placed on the market will cost more and will 
take a longer time to launch on their way than the 
companies anticipate. 

The commonest mistakes that are made by manu- 
facturers may be summarized as follows: 

Impatience, insufficient planning and preparation, 

lack of understanding of the market for the product, 

and insufficient time, labor, and money to put it 


over. m/m 
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Le Febure 
COMPLETE 7 


f 
POSTING = 
UNIT! 


Ree > oe 
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Stock 
Sizes a ee 
| | MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! Compres- 
sor plates made to fit 
sheet size of no extra 
chorge! 





SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING, 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide on or- 
derly arrangement — more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
saved. Let our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


Le Febure 


® The World’s Most Complete Line of Posting Trays, 


CORPORATION 
CEDAR RAPIDS, IOWA 


Troy-Binders and Stands 


i ow mg 
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WORK “ CENTER 


methods 


How to handle traffic 


in the two-floor office 


A CLEVERLY PLACED "INTERNAL" STAIRWAY SPEEDS INTER-OFFICE WORK FLOW 


RAY CIN ae ty 





In addition to serving as a reception center, 
this lobby acts as a hub for all intra-departmental 
traffic on two floors. 


Te Phe “divided” ofhce- 
one on two floors—presents — traffic, 
communication and coordination prob 
lems. 

\ solution for this situation, evolved 
through careful planning, is found in 
the new. offices of Rayonier Incor- 
porated, in the recently-opened Chrys- 
ler Building East, New York. Here 
the familiar disadvantages of doing 
business on two floors has been turned 
to advantage by clever use of a private 
stairway to link Work Centers on dil- 
ferent levels. 

The double-floor office site offered 
unusual freedom in planning for dis- 
tinct executive and service operations. 
Furthermore, the stairway installation 
has resulted in a compact and function- 
al arrangement next to impossible to 
achieve on a single level. It has short- 
ened travel between departments, thus 
chalking up impressive savings in time, 
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as well as raising over-all office ef- 
ficiency. 


Logical Departmental Placement 

Visitors for either floor are directed 
to a reception area on the 25th, or up- 
per floor, a space acting as a hub with 
direct access to the executive, sales and 
engineering offices on the same level, as 
well as to the treasurer’s and con- 
troller’s offices and the accounting, 
sales orders and _ trafhe departments on 
the floor below. (See layout) 

This reception area, designed for 
hospitality as well as traffic function, 


has plate glass entrance doors, a large 
expanse of unornamented wood panel- 
ing and extremely simple decor. Com- 
paratively small, it has three access 
doors and the stairwell, which is con- 
cealed behind a half-partition of hard- 
wood veneer. 

Two of these doors open directly 
into oflices of secretaries in the execu- 
tive suite housing the president, vice 
president and company secretary, The 
third door provides direct access to a 
unit offering a boardroom, (see Man- 
agement METHODS, 4 pril 1953), a cloak- 
room and a visitors’ washroom. 


By Armand P. Bartos 


This boardroom unit is situated on 
a corridor loop which feeds the execu- 
tive sales offices, the engineering depart- 
ment and a bank of other executive of- 
fices all located on the window walls. 
In the center of this “loop” is a secre- 
tarial Center with each secretary situ- 
ated as close as possible to her assigned 
superior. Confusion has been elimi- 
nated and service expedited by installa- 
tion of a buzzer call system. 


Fiscal Offices Together 
The treasurer and controller were 
located on the lower floor to include 
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Private stairway links Work Centers in the two-floor office of Rayonier, Incorporated. 
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KORDArooms 


TRADEMARK 


cut the time between planning and production 


Yes, materials and men move 
faster, more productively 
when YOU operate from 
KORDArooms 


KORDA INDUSTRIES ccroscom oivision 


KORDAroom: 


desk 
your tools | partitions 
for action | file 

bookcase 


ALL WITHIN ARM’S REACH 





Ask for free brochure 
5010 with ideas you 


can put to work now 


20 WEST 46 STREET, NEW YORK 36 © JUdson 2-1078 
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BEST-MANAGED COMPANIES 
USE CHART-PAK 








CHART-PAK and EXCELLENT MANAGEMENT 

















CHART-PAK, the modern method of making 
neat, accurate charts and layouts, is used by 43.9% 
of the 330 companies whose management practices are 
rated ‘‘excellent’’ by American Institute of Manage- 
ment. 


These companies want, know, and get the speed, 
economy and professional results of CHART-PAK 
prefabricated materials, adaptable to a wide range of 
chart and layout applications. 


Sales figures, production costs, credits, collec- 
tions, and other vital business statistics can be clearly 
and quickly charted—right at the desk by any office 
worker. You can readily apply the CHART-PAK 
Method to your individual needs. 


Write today for free literature giving complete! 
details. No obligation, of course. 
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ATTACH TO YOUR LETTERHEAD 


Please send me full information about | 
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{| the CHART-PAK method for: 

1 Office Layouts (J Organization Charts 

0D Statistical Charts 
104-H | 
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CHART-PAK inc. 


n Ave, Stamford, Conn 
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Collate Papers 
& Gather Dollars 





with Evans 


GATHERING RACKS 


Gather a harvest of saved dollars by 
collating from Evans Gathering Racks! 
Twice as much work in half former time. 





3,500 sheets an hour are easily gath- 
ered by one untrained worker. Steady pace 
maintained, for sitting or standing, worker 
is not fatigued. 





Racks are all aluminum; each section 
holds 500 sheets of paper at inclined angle. 
Use racks singly—or two or more together 
for large gatherings. Racks collapse for 
setting aside. 


——GUARANTEED to produce quicker and 
more accurate results than any other col- 
lating aid on the market. 


——8 MODELS. Shown are two 6-section 
DU Racks at $14.00 each. 7 other Models, 
$10.00 to $25.00. 





See Your Dealer or Write 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 
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Here is the internal stairway, the key to efficient and speedy traffic between executive and service 


departments on two floors. 


their offices in a large unit integrating 
the accounting, payroll and insurance 
departments. Although separated from 
the executive floor, they are within 
handy distance of the stairs and can 
reach departments on the upper level 
quickly. The mail and file rooms, 
which generate considerable traffic, also 
have been placed near these stairs to 
speed delivery. 

Next to the accounting and payroll 
unit has been placed the sales order de- 
partment which, in turn, adjoins the 
technical service department—the op- 
erations of these three being inter- 
related. Next on the line is the trafhe 
department whose work in distribution 
and shipping is tied closely with the 





other departmental operations. 

These various departments all oc- 
cupy window walls. A clerical Work 
Center, similar to the one on the floor 
above, occupies the interior space to 
coordinate secretarial duties connected 
with the various departments. 


Decor with a Purpose 

In addition to arrangement for func- 
tion, these new Rayonier offices offer 
some useful suggestions in the use of 
color, lighting and decor to provide 
spaciousness. Simple decor, a mini- 
mum of furniture, and wall-to-wall car- 
peting have made the 14,750 square 
feet on these two floors looke like 
much more. 


(next page, please) 


é 


Corner of engineering department in Rayonier offices shows the relationship of the secretarial Work 
Center (open door, left) to this department and other office units on 25th floor. 
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Simple decor, a minimum of furniture and 
a novel “skylight” fixture create unusual spa- 
ciousness in a typical executive office. 


This is apparent especially in the ex- 
ecutive offices where appearance and 
function share importance. The im- 
pression of space has been enhanced 
further with special lighting arrange- 
ments. Focused spots, set flush in ceil- 
ings, have been teamed with “‘skylight” 
fixtures placed over table-like desks. 
These “skylights” heighten the illusion 
of daylighting by means of large 
squares of opaque glass which diffuse 
light from reflector-backed fluorescent 
tubes. 

In the windowless secretarial bays, as 
well as in other general and clerical of- 
fices, illumination needs have been met 
successfully with closely-spaced fluor- 
escent troffers set flush in the acoustical 
tile ceilings. This low intensity illumi- 
nation, correctly diffused and uni- 
formly distributed on work surfaces, 
minimizes both glare and shadows. 

Full air conditioning has solved the 
problem of ventilating the interior 
areas, as well as permitting the gen- 
erous use of light wall finishes and 
light-color drapes without fear of in- 
creasing maintenance costs. 

Rayonier, recognizing the benefits of- 
fered by a planned double-floor office, 
has signed a 15 year lease. m/m 





want more 


information 


about keyed editorial and 
advertising material in this issue? 
Circle the key number, or key num- 
bers, on the Reader Service Card 
and fill in your name, address, etc. 
Postage is paid. 
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TAKE A LOOK ata 
really NEW 
water cooler! 


You’ve never seen a water cooler 
like this before—styled to fit the 
smartest showroom, yet rugged 
enough to take hard use in a plant. 
It’s the all-new Diamond Anniver- 
sary G-E Water Cooler, sparkling 
with far-ahead features. New com- 
pactness (requires 30% less floor 
space). New servicing ease (all ad- 
justments made through snap-off 
front). New cooling dependability 
because it features the famous G-E 
refrigeration compressor! 


CLEAN AND SANITARY. Electro-polished 
anti-splash top and handsome gray 
hammered finish resist soilage. 


EASY TO USE. No-grope foot-pedal, di- 
rectly linked to valve, activates unit. 
No squirt, no splash, no spill, thanks 
to G-E automatic air-pressure vent, 
deep-dish basin, and non-squirt 
bubbler. Big G-E pre-cooler and 
giant reservoir assure plenty of 
cooled water always. 


GET THE FULL STORY on new G-E Pres- 
sure and Bottle Coolers—for use 
now, or for your files. Just send in 
the coupon...then take advantage 
of the G-E 5-Year Protection Plan! 
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WATER 
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General Electric Company, Air Conditioning Division, 
Section MM-3, Bloomfield, New Jersey 


Rush full particulars on the Diamond Anniversary G-E Water Cooler. 
NAME COMPANY 


ADDRESS 
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CITY COUNTY STATE 
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For Fast, Economical Water Cooling 
At Its Best—Insist On Frigidaire 


New Pressure-Balanced Models provide 
step-saving water cooling service to quench 
thirst, relieve fatigue, and keep all your em- 
ployees on their toes all year ’round. Look at 
all these outstanding Frigidaire features that 
mean so much in dependability, economy, 
and convenience ! New instantaneous ‘‘flash 
cooling’’ chills only as water is used —lowers 
operating costs as much as 30°. All-electric 
toe-tip control activates bubbler. Also avail- 
able with push button control, if desired. 

Automatic regulator compensates instantly 
for all water pressure changes —no surging or 
spurting. Anti-splash top of easy-to-clean 
porcelain. Powered by famous Meter - Miser 
compressor, warranted for 5 full years. In 6, 
12, 18- gallon - per - hour capacities. 


New Bottle-Type Models. Executive Model 
has door with lock that conceals a refriger- 
ated compartment. Freezes 2 Quickube trays 
of ice. Cools quart bottles, up to 36 soft drinks, 
and other items. Also available without 
compartment. Powered by Meter-Miser com- 
pressor. Requires no plumbing; plug into any 
115v. AC outlet. Call your Frigidaire Dealer 
today. Or write Frigidaire, Dayton 1, Ohio. 
In Canada, Toronto 13, Ontario. 


Frigidaire Water Coolers 


i EH BUILT AND BACKED BY GENERAL MOTORS 


The most complete line of refrigeration and 
air conditioning products in the industry. 


(Circle 209 for more information) 


Cool Drinking Water Means A More Efficient Office 
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Don't drop ''coffee breaks," 
put them on business-like basis 


niin The international pres- 
ident of the National Ofhce Manage 
ment Association has some words ol 
advice for Administration leaders—or 
businessmen—who are considering 
abolition of the custom-steeped “‘coflee 
break” for workers. 

Admitting that the practice has been 
and is being abused by some govern- 
ment employees, Mr. J. B. Andrews 
said that the fault lies with “im- 
proper procedures” and not with the 
cotlee break itself. 

He referred to a survey among 1,100 
companies, large and small, which, he 
said, proved that the coffee break can 
be made an asset if properly admin- 
istered and regulated. 

“Some of these companies had coffee 
served deskside, some permitted em- 
ployees to take their breaks in company 
cafeterias or snack bars, some used 
other methods; but all of them had one 
thing in common: they rigidly enforced 
regulations governing the number ol 
daily breaks and the ten or fifteen 
minute time limit for such breaks. 

“As to the benefits that these com- 
panies noted as a result of well-handled 
coffee breaks, the survey got these 
replies from the managements: 82% 
noted a reduction in worker fatigue; 
75% reported improved employee 
morale; 62°, said the productivity of 
the workers was increased; 32°; noted 
a reduction in accidents; and 21°% said 
that labor turnover was reduced alte 
the coffee break was installed.” 

Mr. Andrews said that there was alsa 
evidence—at local levels—that the 
properly regulated coffee break was 
beneficial to public servants and to the 
governments which employ them, just 
as in the business world. 

Last fall the City of Los Angeles 
adopted an ordinance establishing the 





regulated cotlee break to replace the 
wasteful “coffee sneak,” Mr. Andrews 
said. 

As to the benefits to Los Angeles, 
he quoted Samuel Leask, Jr., Munici 
pal Administrative Officer, as saying 
“The purpose of making the coffee 
break legal and regulated in Los Ange- 
les was to increase work output and to 
promote efficiency and economy in the 
conduct of city business. After several 
months of observation, it certainly 
seems to be working out that way. 
Just like the coffee break in business 
and industry, our regulated city coffee 
breaks have ended time-wasting “sneak 
outs” and other abuses costly to the tax- 
payers.” 

Mr. Andrews also pointed to San 
Francisco where a coffee room has been 
set up in City Hall for the use of 
municipal employees for coffee breaks. 
He said that Max Funk, administrative 
assistant to the mayor had_ reported, 
“The plan keeps the employees in the 
building where they are readily avail 
able. Sefore the coffee break was 
placed on a_ business-like basis, em 
ployees were sometimes gone a_ halt 
hour or longer when they left the 
building and it was difhcult to locate 
them in an emergency.” 
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Decorative artificial plants 
add beauty to environment 


A SC ety arrang ed 
plants, designed to complement theit 
surroundings, add a tasteful and well- 
decorated look to a lobby, reception 
hall, conference room, or office. Arti 
ficial plants are a versatile and flexible 
type of decoration, and are less ex- 
pensive than the natural varieties. 
They are made of durable materials 
and are available in appropriate cre- 
ations for each season of the year. Ar- 
tificial plants are an accepted form ol 
practical decoration for offices and busi 
ness establishments. They require no 
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GRAPHIC VISUAL CONTROL 











THE BOARDMASTER SYSTEM 
%& Graphic Picture of Your Operations — Spotlighted by Color 
% Facts at a Glance — Saves Time, Money, Prevents Errors 
% Simple and Flexible. Write on Cards, Snap in Grooves 
%& Made of Metal. Compact, Attractive. Over 40,000 in Use 


Some Typical Applications ma 
PRODUCTION © TRAFFIC © SALES [ 50 
INVENTORY © SCHEDULING 49 
LOADING * AND MANY OTHERS 


24-Page Illustrated 
FREE ) s00ktett no. 300 
Without Obligation 

Write Today for Your Copy 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


Cirele 213 for more information) 











care, are economical and long-lasting, 
and retain their beauty. A new photo 
graphic process has been applied to 
plant decorations which make them 
visually indistinguishable trom then 
natural counterparts. 

\ wide range of plant varieties is 


available, and arrangements can be 





custom built to whatever size and de 


sign you desire. All displays can be in 
tegrated with your present color scheme 
and type of furniture or fixtures. 

If you would like a brochure detail 
ing further information on plant ayr- 


rangements, Circle number 267 on the 


Reader Service Card. 


june 1953 





Confidential intercom system 
for private two-way talk 

\ new intercom system, with multiple 
handset stations, makes it possible to com- 
municate privately when “outsiders” are 
within earshot of one end of the conversa 
tion, 

Operation is fast and simple. A handset 
station, in the exposed area, is used to call 


a central point to obtain information, issue 


FOR EXPOSED AREA 


FOR CENTRAL 
LOCATION 











instructions, place orders. “The user simply 
lilts the handset from its cradle, depresses 
the builtin talk-button and speaks ina 
quiet tone. His voice, amplified to re 
quired volume level, is clearly heard at the 
central location, where confidential conve) 
sation is not necessary. At the central lo 
cation, an employee can answer from across 
the room—no need to stop work to ap 
proach or operate the unit His reply is 
heard only by the person using the handset 
to originate the call. 

The system is not limited to one exposed 
location—any number of handset stations 
mav be used. A red “busy” light indicates 
when the system is in use. 

For more information and prices, Circle 


number 268 on the Reader Service Card. 


Space-saving modular unit 
speeds correspondence filing 

\ unique filing unit, adapted to the 
principle of “stacking” records to save 
space, has recently been put on the mat 
ket. Thanks to a hydraulic lift unit which 
lifts desk, chair and operator to any de 
sired level, normally inaccessible records 
can be reached quickly and smoothly. ‘The 
unit also moves forward and backward, 


permitting one operator to handle as many 





filing units as the activity of the records 
allow. 
Fach tier of the unit holds the equal 


of three standard correspondence drawers. 


\ four-tier unit thus holds the equal of 
twelve standard correspondence drawers 
in the same amount of floor space. De- 
signed originally for correspondence — siz¢ 
filing, the units can be adapted to house 
any size card or record, from addressing 
plates to legal-size folders. 

For free literature and prices, Circle 


number 273 on the Reader Service Card 


Automatic typewriter adapted 
to inter-office communications 
\ unique automatic typewriter has re 
cently been adapted to specific applications 
in the field of inter-oflice Communications. 
Phe basic machine automatically records 
information as it is being typed on a 
standard electric keyboard by punching a 


narrow) paper tape with a code. This 





punched tape can then be used as many 
times as desired to reproduce, automa- 
tically, the coded information. 


It is now possible to connect electrically 








Microfilm mounted in cards... 
IBM, Remington Rand... McBee 
Keysort or plain index... filed so 
records are always at your fingertips 
...in a fraction of the space required 
by any other filing system. 


For the records worth saving— 
save the Filmsort way. Less time, 
space and money to house your valu- 
able files. This foolproof system con- 
centrates facts at point of instant use. 


“Ams 
G\LMSORT Individualizes microti 


wlAT'S IN 
FILMSORT INC. 


Pearl River 
New York 
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| FILMSORT: Dept. M ! 
1 Pearl River, N. Y. I 
| Send me, without obligation, full in- I 
i formation on how FILMSORT can ] 
| help me solve my filing problems: I 
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Send for fi 
CATALOG. Oxford Filing Supply Co., Inc. 


82 Clinton Road, Garden City, N.Y 
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SAVE 20% 


on sealing costs! 


“Dial” gummed tape electrically 


The new Marsh Dial-Taper is real news to users 
of gummed tape. Dispenses all kinds, in widths 
to 3”, electrically. Select your length on the 
telephone-type dial, dial it, and out it shoots 
moistened with warm water. Sticks instantly. 
Saves 1/5 on tape, often more in man-hours. 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 


MARSH Eleclric 
Dial-Taper 


MARSH STENCIL MACHINE COMPANY 
36 MARSH BLDG. « BELLEVILLE, ILL. 
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two or more of these machines by way of 
a multiple wire cable. The machines may 
or may not be equipped with tape punch 
ing and tape reading facilities; these fea- 
tures are not essential to the particular 


functions of transmitting and receiving 


messages. ‘The electric inter-connection en- 
ables the sending unit to transmit coded 
impulses over the cable to control the 
operation of the remote teletypewriting ma- 
chine. If desired, the communication may 
be two way. In short, the typist may trans- 
mit to a remote station messages as they are 
typed on her visible copy, and in return 
may receive messages which are typed auto- 
matically on her own machine. 

Owing to the fact that the machines send 
and receive on their own power, and use 
a nine wire cable which differs from the 
standard two wire teletypewriting circuits, 
practical installations involve distances of 
Such 


now being investigated by in 


less than one mile. installations, 
which are 
terested concerns, include teletypewriting 
between order and shipping departments, 
between production control and assembly 
lines (as in automotive plants)—and as a 
straight inner-office communications system. 

One major advantage of the new unit is 
that all 
message may be transmitted to a remote 


(or any selected portion) of the 


machine as a by-product of the preparation 
of the original document. Since the func- 
tions of the remote machine are under the 
control of the local operator, a message can 
be sent to an unattended machine. 

it is possible for the sending machine to 
prepare a form of one sort; while the re- 
ceiving machine prepares either a similar 
form, or, if desired, a different one upon 
which additional data may be locally typed. 
In either case, only information common to 
both forms needs to be transmitted between 
stations. 

A second major advantage, different from 
existing teletypewriting machines, is that an 
office need not tie up equipment which is 
used solely for inner-office communications. 
When not being used for teletypewriting, 
this equipment may be employed as a cor- 
respondence typing unit, which, — if 
equipped with tape punch and tape reader, 
provides all the facilities for standard auto- 
matic typing. 

For free literature and prices, Circle num- 
ber 271 on the Reader Service Card. 


Free postal guide on how 
to use the mails, offered 

A 28 page illustrated booklet featuring 
a complete summary of current postal 
rules and regulations, including a quick 
reference summary of current postal rates, 
has recently been published. 

The guide contains such valuable in- 











NO USE 
LOOKING, 


OSCAR 4 YOU 
CAN'T SEE MY 
PAYCHECK 








PAYCHECK "OUTLOOK" 


ENVELOPES 
Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck ‘Outlook’? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 


Send for Samples 
and Prices Today 
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want 
more 


information 


about anything in this issue? 


Every advertisement, and most 
editorial stories, have a key 
number which you will find be- 
low the story or the advertise- 
ment. These key numbers are 
also listed on the Reader Service 
Card bound into the front of 
this issue. Circle the key num- 
ber, or key numbers, on the 
Reader Service Card and fill in 
your name, address, etc. Post- 
age is paid. 








formation as: how to make profitable use 
of special reduced mailing rates, how to 
save time at the post office, important 
facts about direct mail advertising, how 
to save time and money with commercial 
insurance, how to correct mailing lists, le- 
gal recognition of registered mail, how 
to use postage metered mail, post office “un- 
touchables,” parcel post and insurance 
rates, and how to take advantage of free 
advertising space. It also illustrates dif- 
ferent types of envelopes with instructions 
as to how they can best be applied to save 
time and money. 

For a free copy of this booklet, Circle 


number 275 on the Reader Service Card. 


Motorized card file 
reduces record finding time 


A new motorized card filing cabinet 
which requires no punching or retyping of 
It de- 


livers records to the operator automatically 


cards has been announced recently. 


—the average delivery time being three 
seconds and the maximum taking only nine 
seconds. 

Cards are set in individual trays which 
are easily removed. 


The trays are only 





eight inches long and carry approximately 
800 cards each. 
4,000 to 17,600 cards open before the opera- 


There are always from 


tor within a half-arm’s reach from front to 
back and left to right. Operation of the 
file is controlled by either push buttons or 
a special toe-touch foot pedal switch permit- 
ting the hands to be free at all times. 

For more information, free literature, 
and prices, Circle number 270 on the 
Reader Service Card. 


New photocopy unit 
needs no darkroom 

The latest development in machines to 
make photocopies is a new machine that 
uses no camera, dark room or trays, and 
produces in seconds a permanent copy in 
photo-exact detail on regular weight paper, 
single or double sides, transparent masters 
for diazo or blueprints, tissue fer air mail 
use. 

Copies can be made from originals up to 


methods 








we 





12” x 17” on white or colored stock. 

An exclusive feature is its non-metallic 
construction which eliminates corrosion 
and the need for constant cleaning. The 





a 


unit closes tight when not in use; solution 
“keeps” in machine 30 days or until 200 
copies are made. Among the features of 
this new machine is its ability to copy from 
books without removing pages. 

For free literature and prices, Circle 


number 269 on the Reader Service Card. 


New pressure-sensitive tape 
for sealing cartons 

\ new pressure-sensitive tape that “sticks 
at a touch” and seals cartons of all types, 
was announced this month. Its construction 
is designed especially for commercial and 
military carton sealing applications that 
must hold under all weather and handling 
conditions. 

The new tape is made with a special 60 
b. paper backing that has been treated to 
make it stronger and more waterproof than 


most other carton sealing tape. During ap 





plication, it requires no wetting or other 
means of activation; its ready-to-use pres- 
sure-sensitive adhesive surface grips in- 
stantly on contact. Further, the tape’s ad- 
hesive surface is unaffected by severe tem- 
perature and humidity conditions. 

Tests conducted under actual shipping 
conditions revealed that the tape absorbs 
50°, more rough handling when dry, and 
100% more rough handling when wet, than 
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Do Your Employees 


Read The 
Wrong Literature? 





Employee relations executives agree 
much of the literature employees read 
distorts their thinking about business. 
And literature distributed by the pay- 
roll enclosure method is often labeled 
“propaganda.” 


A Solution to the Problem—To meet 
the problem, N. R. B. is establishing 
Information Rack Centers in plants 
and commercial establishments across 
the country. Through this method em- 
ployees select literature on a voluntary 
basis. Positive thinking is developed. 


HOW TO The free booklet, 

STRENGTHEN How to Strengthen 
EMPLOYEE Employee Relations 
RELATIONS With Information 
Rack Centers, ex- 
plains how you 
may profit from 
this successful pro- 
gram. Send for it 
today. 











THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street 
Chicago 10, Illinois 





(Circle 222 for more information) 











How to Cut Costs and 
Influence Employees 


Waste is waste—even if the individ- 
ual items are too small to warrant 
management attention. That’s why so 
many companies—literally thousands 
of them—are using employee sugges- 
tion systems to catch the little leaks 
that add up to so much. Often they 
catch big leaks, too. 

Moreover, such systems have been 
found to step up employee morale, 
improving the whole tone of worker- 
management relations. 

Let us tell you the whole story. If 
you employ more than 80 people, send 
for our booklet. It’s free—and worth 
reading. 


PERSONNEL MATERIALS COMPANY 
201 N. Well St. © Chicago 6, Ill. 


(Circle 246 for more information) 





other paper carton sealing tapes. 

The new tape is made on 120 yard rolls 
in standard widths from one to three inches 
(other widths on special order). For com- 
mercial use, it has been approved by the 
Freight Classification Committee, Railway 
Express Agency, Inc., and U. S. Post Office 
Department. For military packaging, it 
meets the requirements of Interim Specifica- 
tion PPP-T-0076, which provides for the 
use of two inch wide pressure-sensitive tape 
in lieu of three inch wide solvent-activated 
tape that meets Specifications UU-T-116 or 
JAN-P-128. 

For free literature and prices, Circle 
number 272 on the Reader Service Card. 


Automatic shoeshining machine 
helps keep employees neat 

An automatic shoeshining machine that 
a company may rent for the use of its em- 
ployees- is available for only $30.00 a 
month in the New York City area. 





Not just a “brush-up” service, the equip- 


ment will produce a shine comparable to a 
hand shine. In companies where appear- 
ance is of considerable importance because 
employees meet the public, the equipment 
serves a practical function. 

For more information, Circle number 265 


on the Reader Service Card. 


New pressure-sensitive label 
in eight colors, is insertable 

Shelves, map, plan and blueprint com- 
partments, parts, tool parts, and storage 
bins, as well as the backs of loose leaf 
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Typing Help 
Available 


Fast- Accurate - Dependable 


Avito-typist 


Push-Button Typing 
the Automatic Way... 


Repetitive Correspondence 

for—Sales + Service 
Good Will * Thank You 
Fund Raising 
Credit 










Model 
5216. Push- 
button selector of 16 
letters or paragraphs. 
Other models up to 
100 paragraphs. 


Investigate this 
MODERN OFFICE 
METHOD TODAY! 


Yes, it’s true! With 
Auto-typist you get 
perfect, error-free, individually type- 
written letters— automatically. With 
Auto-typist one girl can do 21 times 
more work! Solve your steno shortage. 
Mail the coupon today. 





American Automatic Typewriter Co. 
Dept. M-6, 614 N. Carpenter St. 
Chicago 22, Ill. 


Name 


Cc y 


P 





Address 


City Teste, lle Zone State 
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A Message To Users of One-Time Carbon Forms: 


How a bank found an easy way 
to save 4,818 on Carbon Paper! 
For as long as the auditor could remember they had been using 


one-time carbon paper (the kind you use once and throw away) 
with their 8’ x 324 nine-part continuous forms. 


We pointed out that the one-time carbon paper in 1,000 of 


those forms cost them $8.88. 


... and that Repeat-O-Pak floating carbon paper (the kind you 
automatically use over and over again) would do a faster, 
cleaner job for only 85c per thousand-typed forms! 


... and we gave them, as reference-users, some of the biggest, 
most cost-conscious companies in the United States. 


They changed over (it was painless) to Repeat-O-Pak floating 
reusuable carbon paper—and in the first three years their 
carbon paper savings was $4,818! 


GET THE FACTS: If you are using one-time carbon paper with con- 


tinuous forms, send us a sample of your form, the approximate yearly 
quantity need, and the name of your forms-writing equipment. The 
facts may save you plenty, too! No obligation. 





Relledt: 





+a 


STANDARD MANIFOLD COMPANY Dept. 45-53 
Carbon Papers ¢ Inked Ribbons * 333 W. Lake St. © Chicago, Ill. © Offices in 


Principal Cities ° 


In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


“floating carbon paper for continuous forms used on all kinds of forms-writing machines 
.-- LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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books, and binders may all be quickly 
and permanently labeled with the new, 
self-adhesive, “‘stick-on,” insertable label 
holder. 

It consists of a transparent plastic win 
dow, 1” or 14” wide. Made in 6” lengths, 
it may be cut to» any “dimension -needed. 
This window is backed by a strong re 
inforcement coated with a specially devised 
pressure-sensitive, latex adhesive. Press on 
the holder and it adheres firmly to wood, 
leather, glass, metal, stone, paper, fiber, 
and plastics. Into the window, the user 
inserts a printed, type-written or hand-let 
tered label. Since the label is so easily 


insertable and removable, changes in ar 


42 


rangement may be made with a minimum 
of effort. It may be had in eight dif 
ferent colors, including clear, and may b« 
taken off and put on over and over again. 

For more information and prices, Circle 


number 264 on the Reader Service Card. 


Make halftone plates in minutes 
for your offset office duplicator 

\ new product makes it possible for 
the offset duplicator owner to make pro 
fessional halftone picture - reproducing 
plates in his own office—in just a few 
minutes. Although not a new idea, the 
manufacturer claims exclusive design im 


provements never before available. 





For example part of a film: negative 
can be exposed without cutting or re 
masking it; exposing negatives of uneven 


thickness is) no problem because a self 





adjusting contact trame compensates tor 


them; if required pressure between n 


tive and plate can be increased 
simple adjustment work placed on thre 
exposure unit) can't flip out of position 

i 

1 1 
without beime noticed because pie 
window” design olf unit keeps WOTk n 
full view at all times. 

hoi frarihey nlormation ( Vole 
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Flexible charting board 

provides effective visual control 
\ new chartine device has recently 

been made available in this country. De 


signed to be mounted or hung on the wall, 
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it can be used for such applications as 


sales control, production control,  o1 


scheduling — statistics. Using standard 


equipment it is possible to custom make 
a chart to answer yout particular needs. 
lor complete details and prices, Circle 


number 263 on the Reader Service Card. 





MODERN 


Silent speed, feather-touch action 
symmetric keyboard precision-built 
streamlined appeal—outstanding features 
have made ADDO-X adding machines 
overwhelming choice of all types of 
nesses. Vibration-proo pension isolate 
mechanism from the cove insures 
smooth operation. The new ADDO-X 
passed for speed, accuracy and dependat 


Write for-the name.of your nearest dealer 


ADDO MACHINE COMPANY, INC. 
145 W. 57th St., New York 19, N. Y. Ph. Circle 5 6940 
Cirele 200 for more information) 








THEY DON'T COME 
READY MADE 


BUT we can train ‘em 


Right in Your Office 











Call us and we'll come a'running with 
our In-Training Program 


Custom built to fit your needs, the 
course is given right in your office 
using your files to illustrate points. 
Train everyone who handles files— 
central file clerks, secretaries, book- 
keepers, general clerks. Discover 
hidden talent, reduce turnover. 

One executive said—‘The training 
course saved the day”. 


Write today for Record Trends #2. 
“They Don’t Come Ready Made”’. 


RECORD CONTROLS, INC. 


209 So. LaSalle $t., Chicago 4, IIlinols 
Room 805, 516 Fifth Ave., New York 18, N. Y. 


(Circle 244 for more information) 
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Another great STURGIS achievement: 


x - 
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- Office chairs with 
it no amount a office abuse 
will dent, deform or disfigure 





Now you can have office chairs with a virtually 
damage-proof base—a base that will never have to be 
refinished because there’s no finish to be refinished. 
It’s a solid, one-piece, molded fiber glass unit that 
will never need more than a wipe with a cloth to keep 


it looking like new. 


Your Sturgis dealer is now showing both executive 
and stenographic chairs with fiber glass bases. What’s 
more, these chairs may be selected with the visible 
steel parts finished in STURLON®, the extraordinary 
new finish which has 10 to 20 times the abrasion 
resistance of other finishes, is warm to the touch and 


is non-corrosive. You can’t beat that combination! 




















Self-leveling 

The flex characteristics of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


7 the quality that’s 
engineered into 


Cures ‘‘foot-trouble”’ 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
**foot trouble’’. 
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Noiseléss! 


The sound deadening charac- 
teristic of fiber glass insures 
virtually noiseless movement 
of the chair, even on rough 
and uneven floors. 


THE STURGIS POSTURE CHAIR COMPANY 
For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 


(Circle. 234 for more information) 








Smart, beautiful patterns 
The glass fiber formations 
produce a pattern of distinc- 
tive beauty— introducing a 
brand new decorative note 
into office chairs. 


© STURGIS, MICHIGAN 
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Management 


a time-honored name in the photocopying m e O qd S q i 


field*... announces this new addition 






























; abbeiarehed 1 : —- Published by fi 
to its distinguished line of photographic MANAGEMENT MAGAZINES, INC, } 
copying apparatus, designed to use the | = AO St. Nem tae 17. ee 4 
































EASTMAN KODAK CO.’S amazing new 
VERIFAX process.. 


Photostat Instant Copier RET 


for use in any office ...everywhere! 


Here is a small, inexpensive machine which 
will make three or more black-on-white copies 





— , ° 62% A” ” 

4 of practically any original up to 8%” x 14” in 

size in one minute, ready for immediate use! ;: 
- It takes up less than two square feet of space ; 





on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 

The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the BS 
new EASTMAN KODAK COMPANY'S VERIFAX ras ~ 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 
by Photostat Corporation! 





*For over forty years, PHOTOSTAT CORPORATION has 
led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 





business use . . . every Federal, State, County and =, 
Municipal government need. 
The new PHoTosTaT INSTANT CoPIER will be sold You will be amply repaid if you get full 


and serviced by our field staff from coast to coast and 


: . a details before purchasing any office 
in Canada in the same efficient manner and under , g y 


the same conditions as now apply to our larger and photo-copying equipment. Write to ees 
long established models of photographic copying © ee * 
Perneees- 2OSTMASTER: If undlverable for any “sn 
please us at above ress on 
) Si aia PHOTOSTAT CORPORATION singe frie gunaneed ‘Form 
is the registered trade-mark of . + 301 STATE STREET, ROCHESTER 14, NEW YORK 


PHOTOSTAT CORPORATION /[ 


— or any service office in our principal cities and in Canada 
(Circle 227 for more information) 
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